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FOREWORD 

The pressing demand for adequate, accurate, and timely in
formation is one of the most critical needs in administering and 
developing a modern educational program. New academic knowl
edge is unfolding in all disciplines at an unprecedented rate, 
thus challenging and even mandating that sophisticated informa
tion systems be adopted in administrating programs for educat
ing today's youth. An educational information system that en
ables administrators to cope with contemporary educational 
problems thus becomes an invaluable management tool. 

The Midwestern States Educational Information Project 
(MSEIP) was a combined research effort of 13 state educa
tional agencies (SEA's) to develop and implement an integrated 
information system. The organizational structure of the Project 
was significant in that an active working relationship was es
tablished between the Federal Government, SEA's, and local 
educational agencies. 

The MSEIP was funded in 1966 by the U.S. Office of Educa
tion under Title V, Section 505, of the Elementary and Secondary 
Education Act of 1965, designed to strengthen state agencies. 
In directing its efforts toward the development of an integrated 
information system, the Project's goals reflected the need for time
ly, accurate information for decision making. Thus, the Proj
ect supported the theory that the establishment of such a system 
would satisfy decision-making informational needs and would be 
a powerful tool for strengthening SEA's. 

Our nation has prospered proportionately to educational 
progress, and the future will require broadened and deepened edu
cational programs. The rate at which our school programs im
prove depends largely on the support they receive, especially at 
the state level. SEA's have been delegated authority and responsi
bility for determining and improving the educational programs 
in their state. Therefore, SEA's must have access to information 
that will enable them to accomplish their functions - leadership, 
regulatory, and operational. 

The MSEIP DOCUMENTATION is the result of the Proj
ect's original developmental effort during which chief state school 
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officers, SEA staff members, other educators, and technical per
sonnel contributed to the general system design. The original 
publication, refined during the year of Project continuation, is 
here reprinted in handbook form. If the concepts of the MSEIP 
are to proceed, the next vital phase of development will be to 
establish credibility in the Project's system. This phase would 
involve the development of the software necessary to bring 
integrated concepts of this system to reality. 

The MSEIP System, as here presented, is not submitted as 
the panacea of information systems, nor does it encompass all 
educational areas; but it will serve as a guide for SEA's as they 
revise and improve their information systems. As such develop
ment occurs, the Project's goals and objectives will continue 
to be achieved. The original cooperative effort among educational 
agencies will serve as a catalyst for new and improved informa
tion systems to meet the challenges of tomorrow. 

vi 

James E. Mitchell 
Project Director 
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Chapter 100 

100. INTRODUCTION 

100.1 Purpose and Scope of Contents 

The pressing demand for adequate, accurate, and timely educa
tional information is one of the most crucial needs in the admini
strative management and development of America's educational 
program. An educational information system that can provide 
pertinent information, when needed, to enable the administra
tor to cope with the problems confronting contemporary educa
tion would be an invaluable management tool in the educational 
process. 

Such a system has been developed through the cooperation of 
13 state education agencies (SEA's ). The Midwestern States Edu
cational Information Project (l\1SEIP) has established, for SEA's, 
an integrated educational information system compatible among 
the states. This book, MSEIP DOCUMENTATION, docu
ments the general system design and describes the Project. 

As a whole the DOCUMENTATION serves to satisfy the inter
ests and informational needs of three types ofreaders: those seek
ing to become acquainted with the Project, those considering the 
use of the MSEIP System, and those charged with its implemen
tation. The system design is presented through general narra
tive for educators as system users, and in detail, with flow charts, 
file organization, and processing descriptions, for technical per
sonnel. The five subsystems that make up the MSEIP System are 
depicted with the data being utilized, the relationships between 
the subsystems and the data, and the subsystem linkages. The 
DOCUMENTATION also gives a description of the Project 
and the history of its development. 

100.2 Description of Contents 

DOCUMENTATION chapters are numbered from 100 to 1400. 
Sections within chapters are consistently numbered to facilitate 
both general reference and cross-reference needs. 
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Chapter 100, "Introduction," consists of the purpose and scope, 
and description of contents of the document. Chapter 200, 
"MSEIP Description," describes the Project, its organizational 
structure, objectives , and philosophy and rationale. The discus
sion of Project structure gives the participating states , commit
tees , and personnel, and outlines their relationships and re
sponsibilities. Project objectives are stated and general results 
to be expected from use of the MSEIP System are listed. The 
Project's philosophy and rationale is presented through descrip
tion of the problem and discussion of the bases of the Project's 
approach to the solution. 

Chapter 300, "MSEIP Development," provides a survey of Proj
ect history, developmental progress, and anticipated future. 

Chapter 400, "Administrative Summary," describes the MSEIP 
System and its subsystem components in general terms. It in
cludes considerations of organization, needed resources , and other 
aspects of implementation that need to be understood by adminis
trators and other users of the system. 

Chapter 500, "Technical Preface," provides an introduction to 
the subsystem chapters, 600-1000. This preface describes elec
tronic data processing (EDP) system phases and design philo
sophy. It reviews the structure of the DOCUMENTATION, 
and discusses technically oriented items such as storage and 
retrieval philosophy, file structure, storage and input media 
considerations, and subsystem interrelationships. 

The five subsystem chapters, 600-1000, present general infor
mation of the individual subsystem committees and describe 
the subsystems in detail. The chapter numbers follow alpha
betical subsystem order: 600, Facilities; 700, Finance; 800, In
structional Programs; 900, Personnel; and 1000, Pupil. The 
chapters have a generally common format. Each is divided into 
six consistently titled sections for easy cross-reference between 
subsystems. For example, each subsystem data file is the sec
ond section of each subsystem chapter. 

Chapter 1100, "Common Features of the Subsystems," discusses 
aspects of a comprehensive SEA information system that are 
logically the same in all subsystems, presents the multiple file 
linkage, and gives examples of linking ability among the sub
systems. 
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Chapter 1200, "Program Specification Considerations," 
describes methods of specifying programs that must be under
stood before any programs can be written. 

Chapter 1300, "Programming Considerations," serves an ori
entation and educational purpose for those who will have the 
responsibility of implementing an integrated information system. 
This includes comments on basic aspects of programming that 
should be considered in planning. 

Chapter 1400, "Implementation Considerations," includes many 
tasks that an SEA should consider in the planning phases f~r 
the implementation of an integrated information system. Includ
ed in the chapter are considerations for staff organization and 
training, tailoring the general design, and implementation pro
cedures. Other general information related to implementation, 
such as testing, transitional problems, data collection, and docu
mentation maintenance, is also included. This final chapter is 
followed by a list of MSEIP participants. 

In total , this DOCUMENTATION revision is the product of 
three and one-half years of Project activity and progress in 
developing an integrated educational information system. It 
provides a general system design to serve states in tailoring an 
integrated information system to fit their specific requirements. 
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Chapter 200 

200. MSEIP DESCRIPTION 

201. ORGANIZATIONAL STRUCTURE 

The organizational structure of the Project was designed to per
form two important functions. First, to promote and facilitate, 
through direct involvement, the planning, development, and im
plementation of an integrated educational information system. 
Second, to maximize communication between Project personnel 
and the various SEA divisions in each participating state. 

To accomplish this, the Project brought together representatives 
from the 13 participating SEA's. These educators, through train
ing and experience, provided expertise in the areas from which 
educational information is obtained. They represented the broad 
scope of activities, programs, and planning and development 
responsibilities generally reflected in SEA work. 

201.1 Participating States 

The Project was a cooperative effort among 13 SEA's. Each 
state, by becoming a Project participant, made a commitment to 
working toward the Project's goals. However, each state retain
ed full authority for decisions for its information system, includ
ing the operating information system at the state level, the oper
ating systems at the local level, and the collection of information 
from local schools. 

Participating states were: Colorado, Illinois, Indiana, Iowa, 
Kansas, Michigan, Minnesota, Missouri, Nebraska, North Da
kota, Ohio, South Dakota, and Wisconsin. 

The original Project proposal, written by the Project planners 
representing the 13 participating SEA's, established the Iowa 
State Department of Public Instruction as the administering 
agency of the Project. It has been the responsibility of the ad
ministering state to house the Central Staff and to ensure that 
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the Project's operations were consistent with the rules and regu
lations applicable under Title V of Public Law 89-10. 

201.2 Committees 

The Project encompassed several committees: the Policy Commit
tee, Coordinating Committee, State Coordinators' Committee, 
Advisory Committee, and five subsystem committees. The follow
ing paragraphs describe the committees, their personnel, and 
purposes. 

The MSEIP Policy Committee included one representative at 
the policy-making ·level from each of the 13 participating SEA's. 
The committee was responsible for formulating Project policies 
and priorities. 

The MSEIP Coordinating Committee included one representa
tive from each participating SEA who was directly responsible 
for data processing or statistical services in his SEA. The com
mittee was responsible for overall coordination of the Project, 
establishing its activities and setting priorities for their develop
ment. 

The MSE IP State Coordinators' Committee included each of the 
13 participating states' coordinator. These coordinators and 
their secretaries were the only full time Project personnel in each 
participating SEA. The purpose of this committee was to en
hance the exchange of ideas among the coordinators and to 
resolve areas of concern unique to their roles and responsibili
ties. The coordinators served as liaison between Central Staff 
and participating states, were responsible for informing their 
SEA's and LEA's about the Project, and for coordinating Proj
ect activities in their state. 

The MSEIP Advisory Committee included the chairman of the 
eight other Project committees, or their appointees, and three 
Project consultants. The committee's purpose was to provide a 
focal point for communication between the committees and to 
advise Central Staff in development of the MSEIP System. 

The work of the Project centered around five commonly recog
nized areas of educational information; facilities, finance, instruc
tionaf programs, personnel and pupils. Each information area 
was a complement of the total system and each complement was 
referred to as a subsystem. 
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Five subsystem committees, one for each area of educational 
information, were organized. Each subsystem committee was 
administered by a supervisor who was a member of the Central 
Staff. Each participating SEA had a representative on each 
subsystem committee. The representatives, appointed by the chief 
state school officer in each state, were assigned to the subsystem 
committee that corresponded to their areas of endeavor within 
their own SEA's. 

The MSEIP subsystem committees were: Facilities Subsystem 
Committee, Finance Subsystem Committee, Instructional Pro
grams Subsystem Committee, Personnel Subsystem Committee, 
and Pupil Subsystem Committee. 

Following documentation of the system, the State Coordinators' 
Committee and the Coordinating Committee were replaced by 
the Coordinating- Liaison Committee. Each state appointed repre
sentatives. The purpose of the committee was to provide adminis
trative leadership relative to implementation in each partici
pating state. The members were responsible for: establishing a 
long-range plan for implementation of the MSETP System in 
their states; establishing immediate short-range plans for pre
paring their states' implementation programs in detail for FY 
( fiscal year) 1969; serving as liaison between Central Staff 
and the participating states; obtaining direction from the MSEIP 
Policy Committee, and serving as resource to Central Staff 
for implementation procedures. 

201.3 Central Staff 

The MSEIP Central Staff was maintained in the SEA of the ad
ministering state (Iowa). The staff included a project director 
responsible for general administration; supervisory personnel 
responsible for subsystem development; and technical and sup
porting personnel for system design, publications, information 
services, and office routine. The Central Staff was responsible 
for administering Project activities as directed by the Policy 
and Coordinating Committees. 

In FY 1966, 21 Project positions were provided: director, five 
subsystem supervisors, two systems analysts, three program
mers, two technical writers, one information librarian, and seven 
clerk-secretaries. 
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In FY 1967 the position of administrative assistant was added, 
and part-time help was contracted to assist in Proiect activities. 
In FY 1968 further developmental progress resulted in reorgan
izing the Central Staff so that two subsystem supervisors became 
assistant directors; other supervisors became field representa
tives ; the technical writers became public relations specialist 
and editor ; and the information librarian became research ma
terials specialist. 

A reduced Central Staff during FY 1969 consisted of these posi
tions: director, administrative assistant, four field supervisors 
(two serving as assistant directors) , editor-technical writer, re
search materials specialist, and three clerk-secretaries. Operating 
staff during FY 1969 was director, three field supervisors , edi
tor-technical writer and two secretaries. 

202. MSEIP OBJECTIVE 

The objective of the Midwestern States Educational Information 
Project was to develop and implement an integrated educational 
information system in each of the participating states. 

202.1 Objective-related Activities 

To utilize states' personnel to identify data items in each sub
system. 

To utilize other materials , people, and related projects in the 
research process. 

To research the data items collected by SEA's. 

To develop common definitions for data items. 

To test data items and definitions by field tests within the parti
cipating states. 

To develop system linkages to integrate the subsystems. 

To develop a system for collecting, processing. storing, and 
retrieving data. 

To inform the nation of project developments through presenta
tions, publications and the dissemination of materials. 
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To assist states with plans for implementation. 

202.2 Functions of the System 

Use of an integrated information system will serve various as
pects of SEA's. Functions of the MSEIP System are: 

To provide for much of the basic data needed for educational 
decision making by SEA's. 

To provide for feedback of meaningful information and analysis 
to local districts for decision making. 

To provide data for reporting to the U.S. Office of Education. 

To provide compatibility of information between participating 
states in as far as individual state laws permit. 

To lessen duplication in data collection, processing, and dis
semination. 

To provide data needed for research purposes. 

To improve communication, cooperation, and unification among 
educational agencies through more efficient transmission of edu
cational information. 

To improve public image and confidence through better re
porting and informing. 

203. MSEIP PHILOSOPHY AND RATIONALE 

203.1 General 

In directing its efforts toward the development of an integra
ted educational information system, the Project recognized the 
need for timely, accurate information for decision making. 
Moreover, it recognized that the establishment of an informa
tion system to satisfy decision making needs would be a pow
erful tool for strengthening SEA 's. 
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Directly concerned with the participating SEA's, the Project 
addressed itself to the task of determining what the informa
tional needs of these agencies were, then applied itself to design
ing an information system that would meet these needs. In addi
tion, the Project concerned itself with the needs of the USOE and 
those of the local educational agencies within the participating 
states. 

203.2 Statement of Problem 

As a Title V project concerned with strengthening SEA's, MSEIP 
was created to design an integrated educational information sys
tem for these agencies, and in the process, to identify: what data 
are to be collected; various data collection techniques; how the 
collected data can be interrelated; how data can be collected, 
processed, stored, and retrieved; how the information can be 
used; and how data can be updated or added. 

203.3 Limitations 

The MSEIP System was designed to be an educational tool 
made possible th rough the cooperative efforts of educational 
personnel in 13 midwestern states and the products of electronic 
technology; concerned with a basic framework related to the 
collection, processing, and dissemination of quantitative educa
tional information; and a tool to be used for educational deci
sion making based on the qualitative use of quantitative data. 
The system is not: a system for determining the qualitative as
pects of an educational program; a self-acting or self-regulating 
system for the evaluation of administrative problems; or a cure
all for problems in administration of educational programs. 

203.4 Development Considerations 

In its functional and organization structure, the Project centered 
around the five subsystem information areas: facilities, finance, 
instructional programs, personnel, and pupils. Part of the Proj
ect's philosophy was that each subsystem would be capable of 
being integrated with any of the other four subsystems, and 
would be compatible among the states. Thus, the SEA's using 
the MSE IP System would be able to collect, process, and dis
seminate meaningful information throughout their areas of re
sponsibilities. With an integrated educational information sys-
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tern, the SEA's would be better prepared to fulfill the functions 
of the state in providing educational leadership. 

The Project, through its subsystem committees and systems de
velopment activities, was directed to the following considerations 
in developing the system: 

To provide basic information to assist in fulfilling the SEA 
functions of planning and development (leadership), regulatory, 
and operational. 

To enable the system's users to make decisions about education 
based on adequate information, accessible and useable upon 
demand. 

To standardize definitions and procedures among SEA's so far 
as individual state laws and policies permit. 

To plan for integration of each subsystem with all others. 

To provide the system with flexibility so that it could be re
vised and adapted to individual states' and local agencies' 
needs. 

To provide for simplified methods of collecting and reporting. 

To reduce multiple requests for identical data by various agen
cies. 

To furnish data for federal reports, specialized research, and spe
cial state governmental committees. 

To make it possible for the SEA's to submit information to the 
U.S. Office of Education as a by-product of their own operation. 

203.5 State Education Agency Relationship 

The premise of Title V funding - to strengthen SEA's - prompted 
examination of the SEA role early in the Project. 

Education in the U.S. is the responsibility of the state, and 
SEA's were established to fulfill this responsibility. To accom
plish this, SEA functions generally agreed to be necessary are; 
leadership, regulatory, and operational. 

11 



The many programs of the SEA are sometimes difficult to identi
fy with a specific function. Although the SEA programs may ap
pear to be separate and distinct, they are often interrelated and 
in many cases overlapping. Various programs develop in light 
of newly recognized, assigned, or enlarged responsibilities. Such 
additional programs are generally integrated into the existing 
organizational structure of the agency. 

A position statement of the Council of Chief State School Of
ficers, published in 1968, identifies the SEA as the leadership 
center of the state system of education; and as such, "should 
contribute significantly to the improvement of state and local 
education programs." The council views leadership activities 
and services as appropriately involved in several broad areas, 
including planning, research and evaluation, experimentation 
and innovation, consultation, inservice education, and public 
relations. 

Thus, as a research-oriented project designed to develop an inte
grated information system for SEA's, MSEIP demonstrates the 
states' concern to provide leadership to better enable them to 
cope with increasing demands. 

The need for educational information by the SEA is inherent 
in its objective of implementing the state educational program. 
The SEA must answer to the state authority that created it. In 
answering to this authority, it is recognized that responsibilities 
are delegated for the performance of certain functions through 
various programs and activities. However, these programs and 
activities require educational information for decision making 
in carrying out these responsibilities. Consequently, the most 
important function served by information is that it provides 
needed facts for measuring the performance of programs and 
activities. It is in this critical area that the MSEIP makes its 
contribution to strengthening these agencies. 
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Chapter 300 

300. MSEIP DEVELOPrvIENT 

301. HISTORY 

In response to educational administrators' growing need for 
ready access to pertinent, accurate educational information, the 
MSEIP was conceived through the combined efforts of the chief 
state school officers of 13 midwestern states: Colorado, Illinois, 
Indiana, Iowa, Kansas, Michigan, Minnesota, Missouri, 
Nebraska, North Dakota, Ohio, South Dakota, and Wisconsin. 

A proposal to develop an integrated educational information sys
tem compatible among the states, was submitted to the U.S. 
Office of Education, in December 1965. Under the provisions of 
the Elementary and Secondary Education Act of 1965 (P. L. 
89-10, Title V, Section 505), the proposal was approved in 
January 1966. 

After approval as a project, the title Midwestern States Educa
tional Information Project (MSEIP) was established. Five Proj
ect phases were set up to guide development necessary to achieve 
the Project objective. 

The first Project phase, "Planning and Development of the Proj
ect," included staffing and committee organization as described 
in Chapter 200. This Project phase was completed in June 1966 
when an initial orientation conference was held for all Project 
personnel. 

In keeping with "Policies and Procedures Governing Project 
Activities" prepared by the MSEIP Policy Committee, Project 
activity from June 1966 to June 1967 covered phases two and 
three. Progress during these phases, "Committee Explorations," 
and "Subsystem Development," was primarily through the ef
forts of the five subsystem committees; Facilities, Finance, In
structional Programs, Personnel, and Pupil. Each cooperating 
SEA was represented on each subsystem committee by a person 
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with background and experience in the subsystem areas, thus 
providing the expertise needed to resolve educational information 
issues. 

Two activities carried out in the early development of the sys
tem were an item analysis of SEA collection forms and the de
velopment of specifications for item identification. Both activi
ties were to help answer the basic question of what information 
should be regularly maintained in the five areas of educational 
information. 

The item inventory and analysis of collection forms of the 13 
SEA's identified the data they were collecting. This provided an 
important resource for committee work and for individual 
state information. 

Specifications for item identification were determined to be: 
what information is to be collected; basic source of the informa
tion; rationale for collecting the information, and time schedule 
for collection of the information. Consideration was also given 
to information needs for local districts, state departments, USOE 
and other agencies. 

Because the integrated information system was intended to in
clude necessary basic data and desired and possible interrela
tionships, an understanding of the authority, responsibilities, 
programs, and activities of SEA's was needed in order to de
termine their basic data needs. Consequently, study was given 
to an analysis of SEA data item needs as reflected in operations, 
and those deemed necessary to fulfill responsibilities identified 
by the Council of Chief State School Officers. Establishment 
of the needs for and uses of information in SEA's was basic to 
development of an integrated educational information system 
that would be beneficial to SEA's. 

Monthly subsystem meetings were dedicated to the development 
in each subsystem of categorized and coded data items and defi
nitions. Data items were selected by group consensus of their 
necessity in serving SEA information needs. Definitions were 
established to facilitate compatibility and integration of the sub
systems. Each subsystem developed a philosophy for its area 
which considered the need of SEA's for information in that area 
and integration with all other subsystems. Each subsystem de
fined objectives and established procedures for meeting them. 
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The year of developmental activity resulted in the MS E IP lists 
of data items. The lists included the categorized and coded data 
items and the definitions from each of the subsystems. Docu
mentation of this work completed phase three. 

Exploratory and developmental activities had then reached the 
point where it was appropriate to direct activities toward the 
evaluation of the developmental accomplishments and to incor
porate them into a technical system design that would provide 
a structure for implementation of the system. 

Conditions that prescribed redirection of activities were: the uti
lization of Project resources - personnel and finances - within 
the time limitations specified in the contract, prohibited a long 
and detailed study of all identifiable educational information 
areas; the total amount of information - the summation of com
mittee deliberations - constructed a reasonably adequate por
trayal of the SEA information need; and technical systems con
struction could not begin until a reasonable and practical body 
of information units, with the highest potential for processing, 
had been identified by each subsystem committee. 

During the fourth Project phase, nEvaluation and Technical 
Development," Central Staff was organized to establish an im
proved framework for carrying out evaluation, technical system 
design, and planning for implementation. A two-branch organi
zation was effected: the Field Development Branch, directed to
ward testing and refining the data items and their definitions; 
and the Technical Development and Operations Branch, direct
ed toward technical systems development and internal opera
tions. An assistant director was responsible for each branch. 

The work of the fourth Project phase included field testing to 
evaluate the component par.ts of the MSEIP System, followed 
by revision and modification of the parts as needed, and sub
mission for technical system development. General systems work 
was contracted to outside agencies. A contract with the Iowa 
Educational Information Center (IEIC ), in Iowa City, provided 
systems work to achieve consistency and compatibility of data 
items and definitions, and to establish logical linkages through
out the system. General system design work was contracted to 
the ARIES Corporation of Minneapolis. 
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Phase four work continued into the final phase," Further Evalua
tion and Documentation." The general system design was pub
lished and presented at the third annual conference in August 
1968. The publication, MSEIP DOCUMENTATION of Proj
ect Development and General System Design, was further dis
tributed to all states and by request to various persons, insti
tutions, and agencies concerned with information systems. 

The Project was continued by the U.S. Office of Education, under 
P.L. 89-10, Title V, Section 505, for FY 1969. This-continuation 
was to assist participating states in the planning and initial 
conversion of present information systems to integrated informa
tion systems tailored from the MSEIP System. 

Guidelines and general direction for establishment of operation
al activities provided in the FY 1969 contract were aimed toward 
the following products: implementation accomplishments in each 
participating SEA; Project annual conference; publication of re
vised MSEIP DOCUMENTATION; in-service consulting activi
ties, committee meetings, progress reports, newsletters, dissemi
nation of materials, and in-service education programs. 

Each participating state carried out a FY 1969 program of 
MSEIP activities to begin implementation of the system or 
parts of it. Together, the states' projects included all of the 
MSEIP System areas. The states' year-end reports oftheir activi
ties will be combined as a publication product for FY 1969. 

302. MSEIP FUTURE 

Continuation of MSEIP through FY 1970 is anticipated. The 
tentative 1970 program is directed toward accomplishment 
of the development of the data control modules ( described in 
Chapter 500) and to establish MSEIP System credibility through 
demonstration. Training of SEA personnel as system users and 
information dissemination are also written int·o the program. 
The amount of FY 1970 funding will determine the program 
activities. Completion of the 1970 program would terminate the 
Project; achievement of an operating integrated information sys
tem would then be possible for any SEA. 

302.1 Implementation Alternatives 

Before a complicated information system can be completely oper
ational, a great deal of planning must be done in the beginning 

16 

phases of implementation. Many alternatives will be available 
to state agencies in incorporating the parts of the MSEIP Sys
tem into a state's present system. Tt may not be realistic for an 
SEA to implement all subsvstems in total at the same time. Alter
natives for incorporating subsystems may be accomplished in 
different ways, but the particular method used by a state should 
result from planning for its own needs and objectives. Tt is neces
sary, however, that a state utilize a total systems approach in 
implementation to assure that the pieces fit together, complete 
with linkages and data necessary for an integrated informa
tion system. 

It is critical that plans be formulated for the entire system, with 
a time schedule, before conversion of any part is attempted. As 
long as there is a plan for the entire system, any part can be 
implemented without affecting any other part. Considerations 
for implementation are discussed in Chapter 1400. 

302.2 Design Adaptation to Individual SEA's 

The MSEIP DOCUMENTATION describes the MSEIP System 
and explores it from several viewpoints. This general system 
design is not intended to offer the total solution for a particular 
SEA's educational information problems. It is a system whose 
parts must be individually tailored to the particular objectives 
of an SEA. The general system design is not intended to provide 
the specifications necessary to write the programs to operate 
the system, but it provides a structure by which states can define 
the specific details, or tailoring, so that complete implementa
tion can be accomplished. 

The advantage of having the general system design of the MSEIP 
System with detailed subsystem design complete and logically 
accurate before any conversion begins, is that implementation 
of a single subsystem, or implementation of combined subsys
tems, can be done without affecting the later implementation of 
other parts of the system. The details of each subsystem should 
be complete before the specification of and programs for imple
mentation of any one subsystem can be accomplished. This is 
critical to assur~ recognitio'n and accomplishment of necessary 
relationships and data linkages between subsystem files for the 
integrated information system. 
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To assist states with the initial phases of tailoring, the following 
steps are suggested: 

Review the MSEIP general system design. When the DOCU
ME_NTATION is received it should be carefully reviewed by 
various levels of decision makers at the SEA. This should include 
educators as well as technical personnel. 

Establish time schedule for tailoring. An important step is to 
incorporate a time schedule for decisions to be reached. 

Tailor the system. Necessary changes or modifications should 
be made in the MSEIP System to fulfill the objectives established 
for an SEA's information requirements. This· step might include 
adding or deleting data items, changing codes, file layouts, 
and data linkages , and consequently, any modifications · of the 
system design. 

Document. It is critical for successful operation that all changes 
or modifications be documented by the individual SEA. Precise 
and detailed documentation will serve as the program specifica
tion which will be necessary for programming the system. 

Approve design. The system design that has been tailored for 
a particular SEA, complete with documentation , must be ap
proved by the top level management. Presentations should be 
developed to explain the system to decision makers and users. 

Establish priorities. After the SEA's system design is complete 
and tailored to fit that SEA's needs, priorities for implementa
tion s?ould be established. It may not be practical, considering 
financial and personnel limitations , for a state to convert all 
subsystem areas at the same time. Therefore, priorities and a 
time schedule for implementation are necessary. It is likely that 
the time schedule would cover several years for complete im
plementation. 

302.3 Administrative Support 

To facilitate the continuation proposal, Project administrators 
redefined the role and organization of the Central Staff. Dur
ing FY 1969, the Project continued certain planning and develop
ment activities and assisted states in planning implementation 
activities. Within the budget limitations of the new contract 
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the field supervisors had primary responsibility to assist parti
cipating SEA's with implementation activities. These supervisors 
assisted, by request of the SEA's, in interpreting the MSEIP Sys
tem and developing a plan for the realization of an integrated 
information system. 

302.4 Technical Support 

The plan detailing specific objectives, problems, and require
ments must be developed within and by each SEA. The Project 
cannot be expected to make decisions for SEA's as to the details 
of their information systems. However, the Central Staff can 
assist SEA's in the analysis of system requirements, problem 
definition, cost estimates, listing of alternatives, and develop
ment of a plan for action considering the unique needs of a par
ticular SEA. Through personal experience, communications 
among and within states, dissemination of materials, and bring
ing various levels of decision makers together in conferences, 
the Project can aid SEA's directly in the complex process of con
verting their present information systems to integrated informa
tion systems. The Project can contract with outside consultants 
( educational and technical) to provide expertise for special prob
lems in an SEA. 

19 



Chapter 400 

400. ADMINISTRATIVE SUMMARY 

401. GENERAL 

The purpose of this chapter is to offer a discussion of the MSEIP 
System from the nontechnical viewpoint. This chapter will dis
cuss the MSEIP System, its linkages and its interrelations. 
It will describe each subsystem and consider its implementation 
requirements. This chapter summarizes the general system de
sign for people whose responsibility will be the administration 
of the system. 

The documentation of the designed system is the only obvious 
result of a general design project. The investigative effort that 
served as the foundation for the design of the MSEIP System was 
undertaken and accomplished through the Project's five sub
system committees made up of representatives of the partici
pating SEA's. The five subsystems were the educational informa
tion areas of facilities , finance, instructional programs, person
nel, and pupils. The developmental work that was prepared by 
the five subsystem committees and the MSEIP Central Staff 
has served as a starting point for the general system design ef
fort of which this publication is the end product. 

The MSEIP DOCUMENTATION does not delve into problems 
and considerations required to implement the MSEIP System 
on a specific piece of hardware or for a specific state. It does 
present a design solution intentionally structured to accommo
date tailoring to the specific requirements of an implementing 
state. 

This summary describes each part of the design in nontechni
cal terms and serves as an introduction to the following more 
technical sections of the DOCUMENTATION. The design can
not be considered specific enough to allow its implementation 
in a state without further investigation and detailed design ef
forts. Although the DOCUMENTATION presents a general de
sign, there are some particulars concerning data items and files 
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that are quite detailed. The purpose of a general design is to 
provide the foundation and the framework for a group of sys
tems or subsystems which, when fully implemented, will be the 
same logically even though particular implemented details can 
be different. 

402. DISCUSSION OF SYSTEM DIAGRAM 

The diagram of the MSEIP System illustrates the general con
cept of the integrated information system. It indicates some of 
the basic function.., of the system and shows the flow, in general, 
of information through the system. Figure 4-1 is the diagram 
for the MSEIP System. The diagram is structured in three sec
tions: the input section, the functional part of the system, and the 
output section. 

The input section is the LEA in the diagram. This is where the 
input to the system is generated. This input can be for initial file 
building or for the update functions of the MSEIP data files. 
Depending on the type of data collection devices used, the physi
cal form of the input documents may vary. The simplest form 
is the punched card, which results from various input documents 
being keypunched at either the LEA or the SEA level. If some 
type of optical scanning device is available, the input docu
ments themselves can be designed to be the input media to the 
computer. 

A special type of input document indicated in the diagram is 
the turnaround data collection document. This special document, 
although input to the system, has initially been generated by 
the system itself. The document contains data already stored 
in the system that is to be verified and/or updated by the LEA 
and then returned with any corrections to the system as an in
put document. The media for this type of document can be the 
same as for any other type of document for the system. 

The functional part of the system is the actual computerized 
part of the system - the data control modules. This includes the 
two major functions of the system with their supporting func
tions, and the five data files of the system. The first main func
tion, that of file building and updating, stores the data in one 
of the five MSEIP data files. The second main function, that of 
data retrieval and reporting, utilizes the five data files to gener
ate reports useful to both the LEA and the SEA in their report-
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FIGURE 4-1. DIAGRAM OF MSEIP SYSTEM 
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ing functions to each other as well as to the Federal Govern
ment. The supporting function, the file index module, is the gen
eral set of programs and linkage tables that provides interrela
tionship of the various data files of the system. The file index 
module is used by both of the principal functions of the system. 

All referencing of the data files as well as the transmission of 
data to and from them are facilitated through this module. 

The output section of the system is the actual generation of the 
reports required of the system. The system will generate all the 
standard reports necessary for the SEA to administer the edu
cational program of a particular state. It will also generate 
any standard documents that are necessary for the use of the 
LEA and the Federal Government. This system will also have 
the facility to generate special or one-time reports that are neces
sary to satisfy a specific requirement. All reports, standard or 
special, can contain data from any or all of the five MSEIP 
data files. The final type of output indicated in the diagram is 
the special turnaround data collection document. This document 
will go to the specific LEA to be updated and returned as input. 

402.1 System Linkages 

The linkages within the MSEIP System are structured by the sys
tem of index tables provided in the file index functions of the sys
tem. These indexes and the logic of their use are discussed in de
tail in Chapter 500. Their principal purpose is to allow entrance 
into the various data files in the system to acquire a specific item 
of information with a minimum or with no searching of the data 
files. This allows an interrelationship of data between the files 
at a specific item level. The indexes are contained in six small 
tables for each organization in each district. An organization 
is usually eq1:1ated to a school. The following is a brief descrip
tion of these tables: 

Header Information Data - general data concerning the school 
district and each organization within the district. 

Master Index - a small table of pointers to allow the use of a 
specific organization's set of indexes which are embodied in a 
large block of indexes. 

The Specific Subsystem Indexes - Facilities, Instructional Pro
grams, Personnel, and Pupil. There is no specific index for the 
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Finance Subsystem because the Finance data file is compatible 
with the other data files only to the organization level. 

The end result of the actual processing of a specific organiza
tion's index tables is to obtain the location, in the physical data 
file in mass storage, of a desired piece of data. In the case of the 
Finance data file, the master index for an organization contains 
the location in mass storage of the finance records pertaining to 
that organization. 

403. SYSTEM DESCRIPTION 

The MSEIP System is an integrated information system and as 
such can utilize more than one group of data, each of which has 
a discrete purpose or content. Each of these groups of data can 
be collected, maintained and utilized separately, but can just 
as easily be utilized in an integrated or combined manner. These 
data, although distinct in each of their groups, have some rela
tion to each other and thus have an effect on the total informa
tion problems that the system as a whole is designed to solve. 
An information system serving the educational information prob
lem has five distinct types of data to handle, each serving one 
of the five basic educational areas; facilities, finance, instruction
al programs, personnel and pupil. 

These five distinct types of data are the bases of the five subsys
tems that make up the MSEIP System. In most cases, the five 
subsystems collect and maintain data specific to their areas. 
However, the subsystems have integrated functions that use the 
available data in an integrated manner. 

Chapters 600 through 1000 describe in detail the five subsystems 
that make up the MSEIP System, the data being used, and the 
structure of each subsystem's data file. Chapter 1100 describes 
and illustrates the relationship between the various subsystems 
and the integration of their specific data. 

403.1 Facilities Subsystem 

The purpose of the Facilities Subsystem is to collect and main
tain data which will provide a description of the physical prop
erties of school facilities. The Facilities Subsystem will not fur
nish the LEA with property accounting functions but will pro-
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vide data of sites, buildings, and equipment that can be used 
with other educational data. This subsystem allows the state 
a means of developing a standard method of classification and 
common descriptive elements to allow the useful description and 
identification of the school facilities of the LEA 's. An additional 
benefit to the LEA realized through this subsystem, as with the 
other subsystems, is that the integrated system requires a report
ing of one item of information only one time, even though it 
has potential use in many applications and with other data. 

The construction of the Facilities data file will be a large task 
with the initial burden on the LEA. However, once the file has 
been constructed, its maintenance will impose only a minor re
sponsibility on the LEA while providing a great amount of data 
for various uses. The data that will be contained in the Facili
ties data file will have significance to each of the other subsystems. 

403.2 Finance Subsystem 

The Finance Subsystem has been designed with the dual ob
jective of becoming an integral part of the MSEIP System and 
of introducing the technique of program-oriented accounting in
to an area which is traditionally fund-object oriented. The suc
cessful implementation of this subsystem, in a particular state, 
will require a great deal of further study and will involve consid
erable revision in existing methods and procedures in budget
ing and in the reporting of expenditures at both the LEA and SEA 
level. This subsystem's records and its dimensions were designed 
for optimal recording and reporting at the LEA level. Great de
tail is possible at this level within the proposed structure and this 
detail can be reported in total or summary form to the SEA. 

The Finance Subsystem does not try to provide an SEA with an 
accounting system for its internal financial processing. It is direct
ed toward the LEA and the responsibility at that level of report
ing financial situations to the state. This subsystem can be im
plemented at the LEA level, manually or by computer, to pro
vide meaningful input to the SEA. The key to the successful im
plementation of the Finance Subsystem lies in adapting the pro
posed system and the existing systems to each other. The system 
provides a means for detail only so far as is practical at the 
lowest reporting level while insuring that the definitions of con
tents and dimensions of the coding structures are standard and 
consistent throughout the implementing state. 

26 

The Finance data file is structured somewhat differently than 
the other subsystem files. However, it has sequence and linkage 
compatibility to the level of organization. !h: . ~inance data 
file consists of five types of records; assets, hab1hhes, fund bal
ance revenue, and expenditures. The first four types of records 
are ~resented with a logic similar to that used in existing sys
tems; however, this is intended more as a transitional measure 
than a final solution. The structure of the fifth type of record -
expenditures - is the foundation upon which a program-orient
ed system such as this is built. The majority of the records on 
the Finance data file will be of this fifth type. 

403.3 Instructional Programs Subsystem 

The Instructional Programs Subsystem has been designed to pro
vide a means of gathering data concerning each course/section 
(class) held in each organization, in each district in a state. 
These data will be descriptive of each course and its contents 
that make up the curriculum for each of the organizations. They 
will further identify the teacher assigned to the course/section, as 
well as the number of pupils attending. 

The records held in the Instructional Programs data file will be 
course/section records grouped by course. Initial identification 
of each course and its course/sections, for a particular organi
zation will be by a locally assigned course number. This local 
cours~ number will also be equated to the standard state-assign
ed course numbers. The state level course numbers describe the 
course and identify it. 

The Instructional Programs data file has been structured to be 
completely compatible to the other data files in the MSEIP Sys
tem. The Instructional Programs index table serves as a keystone 
in the linking logic of the MSEIP System because it contains 
links (pointers) to the other index tables. The data for this file 
can be collected in three phases which parallel the logical 
sequence used in updating the file. The phases are: 

Curriculum Description Phase - this phase is used to describe 
the contents of the curriculum of a particular organization. 

Assignment Phase - in this phase, teachers are assigned to the 
particular course/section in the organization's curriculum. This 
phase, utilizing data not only from the Instructional Programs 
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file, but also from the Personnel data file, will facilitate the vali
dation of the teacher assignments for the organization. 

Course/Section Phase - this phase collects data concerning the 
number of students in each course/section as well as providing, 
throughout a school year, a means for dynamic updating of 
the course/section records in the file. 

403.4 Personnel Subsystem 

The purpose of the Personnel Subsystem is to collect and main
tain data concerning all personnel who are employed by the 
local school districts in a state. The data collected on these per
sonnel by the subsystem can be divided into two sections; the 
professional and the nonprofessional employees. However, the 
s~bs_ystem promotes a more definitive separation, particularly 
w1thm the group of professional employees. There are a number 
of common elements of data that will be logically the same for 
both types of personnel. These data concern identification of the 
employee. Some of the additional data concerning the actual 
~ssignment of the employee will also have a common logic with
m the two groups. The professional employees also will be repre
sented by additional data concerning their education, experience 
and other professional statistics. 

The Personnel data file is linked through its indexes to the other 
data files in the MSEIP System by the social security numbers 
of the personnel. For the present, only the professional personnel 
will be represented in the index tables. The teacher certification 
process can be supported by the Personnel Subsystem through 
the collection and maintenance of data concerning this function 
along with the reporting of these data in the manner necessary 
to support the function. The data in the Personnel files will also 
be used with the data in the Instructional Programs file to allow 
the function of teacher assignment validation. 

403.5 Pupil Subsystem 

The Pupil Subsystem is somewhat different from the other data 
files in the MSEIP System because there are more pupils requir
ing data collection within a given state than personnel, instruc
tional programs, and facilities combined. This mass of data 
creates a major storage and retrieval problem in the MSEIP Sys
tem. This problem can be solved only by careful investigation 
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and selection of essential data items collected for each pupil. 
For this reason, the data to be collected for the Pupil data file 
are divided into two categories. 

Items in the first · category are essential for the calculation of 
state aids, transportation aids, and required statistics. These 
are the items necessary to meet the responsibilities charged to 
the SEA by the statutes of each state in the administration of 
that state's educational program. 

The second category contains the optional Pupil items. This list 
provides items that should be used only as necessary to collect 
and store information in support of previously defined require
ments. 

To properly implement the Pupil Subsystem it will be necessary 
to institute a numeric system of pupil identification. Ideally, this 
would be a statewide system; however, a numbering sequence 
unique only to each district would serve the majority of the 
purposes of the subsystem. The identification of the students 
and the collection of the data for the first category will allow 
the linking of the Pupil data file to the other data files. 

403.6 Other Possible Subsystem Relationships 

There are many other areas in the educational programs of a 
specific state that will be unique to that state due to its legislative 
requirements, its SEA structure, and other considerations. The 
design of the MSEIP System will not consider these unique ap
plications; however, the data collected and maintained for the 
five basic educational areas will be capable of supporting these 
unique functions. The structure of the system anticipates the in
clusion of special applications at the time of implementation 
within specific states. The following are examples of these kinds 
of applications. 

School Transportation Aid and Administration - in the states 
that require attendance statistics for the calculation of trans
portation aid, this information can be gained from the Pupil 
data file. If transportation cost information is required relative 
to the maintenance of the bus fleet, etc., this information can be 
obtained through manipulation of the Finance data file. 

Food Service for School Lunch Administration - the personnel 
function of this area will be handled through the Personnel 
Subsystem. 
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404. CONSIDERATIONS FOR IMPLEMENTATION 

404.1 General 

The problem that the MSEIP System was designed to solve is 
one of informational needs. The logical processes of collection 
storing, retrieving, and reporting data, and the manipulatio~ 
of the . data involved in these processes are identical in any in
for?1ahon system regardless of the field it serves, industry, edu
cation or any other. The MSEIP System is an educational in
formation system that supports the administration of the edu
cational programs of a state. 

The. educator h~s a leading and a controlling part to play in 
the implementation of this system. He must realize, however, 
that although the processes of the system support his areas of 
responsibili~ies, the techniques used in these processes can only 
be accomplished by the data processing (technical) specialists. 

The implementation of the MSEIP System requires not only the 
knowledge and experience of the educational specialists on the 
SEA staff, but also requires the knowledge and experience of 
the data processing specialists who may be represented on the 
SEA staff. The educators have the knowledge and experience 
to define the objectives of this administrative program. The 
technical specialists then assure that the system processes ef
fectively and efficiently, support these objectives. It is im~or
tant that these two types of specialists work together in the de
velopment of the specifications and the implementation of the 
system. 

404.2 Organization and Training 

There are certain factors an SEA should consider in the evalua
~ion of its organizational structure. It is recognized that data 
items are necessary for decision making in operating programs 
fulfilling the functions of SEA's. In the past, educational pro
gra_ms have operated autonomously. Each designed its own col
l~chon form and instructions, collected and filed data, and pub
h~h_e~ the output reports that it needed. The data processing 
d1v1s10n was either nonexistent or considered in a secondary 
role. Its function was to produce the reports needed by an edu
cational program upon the return of the collection form. This 
meant the data processing division was being used merely to 
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reduce the clerical effort necessary to operate an educational 
program. Consequently, many problems were evident: many 
educational programs were collecting the same data; in many 
instances, the educational programs were defining the same data 
items differently; and there was a lack of coordination between 
the educational programs and the data processing division. 

As each SEA initiates its plan for the implementation of the 
MSEIP System, the operation will be more efficient and economi
cal if the data processing division has been established in a 
primary role. This has several implications. 

The data processing division should be an integral part of com
mittees planning and defining educational specifications for the 
system. 

Once the plan of implementation is initiated, a committee should 
be established to approve all requests within the SEA for addi
tional data that are to be included in the system. If a special re
quest for additional data were approved, the committee would 
ensure that the same steps used in the implementation of the 
system would be used for the special request. 

The data processing division should be represented on the com
mittee that writes all instructions and manuals. Since the data 
processing division has responsibility for designing all input 
forms, it would also have the responsibility to see that the in
struction manuals correctly describe how to complete the form. 

The data processing division should be responsible for the co
ordination of the system with the LEA's. 

Perhaps the most important consideration is that the data pro
cessing division be involved in the entire planning and develop
ment of the information system needed to support the educa
tional programs. In fact, this division becomes the major 
coordinator of the system, both within the SEA and among the 
LEA's throughout the state. 

For this reason, the data processing division must have a pri
mary role, rather than a secondary one. This is more a matter of 
reorganization of the structure within the SEA than within the 
data processing division itself. The data processing division 
should be more familiar with the system than any other single 
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organization within the SEA. It is, therefore, logical that one 
of the data processing division's functions should be the coordi
nation of the system throughout the SEA. To accomplish this 
coordination, the data processing division should fill the posi
tions listed in section 1401 with competent personnel. The 
people in these positions should serve as the coordinators be
tween the data processing division, the SEA, and the LEA's. 

404.3 Resource Considerations 

People, time, and money are the necessary resources for the im
plementation of any new system. An SEA should not attempt 
to implement the MSEIP System until a great deal of preplan
ning for the system has been done and the proper resources al
located. 

The needed resources for implementation can be determined only 
as the system specifications are defined in each SEA. The amount 
of preplanning will favorably influence the length of time and the 
money needed for implementation by reducing or eliminating 
the tasks necessary to specifically tailor the system to its needs. 
Chapter 1400, "Implementation Considerations," presents a de
tailed discussion of these tasks. SEA's should perform the pre
scribed steps in the design of the entire system before they at
tempt to embark on the collection of data for any part of the new 
system. 

The cost for implementing the system may be divided into two 
parts, developmental and operational. The developmental costs 
will be approximately the same whether an SEA implements the 
system at one time or in phases , since the entire design should 
be complete before data are collected. However, implementing 
the system in phases would give a time spread for the opera
tional costs (writing programs and manuals, pilot testing, etc.). 
The primary difference between implementing the system in total 
or in phases is in the allocation of personnel. The more phases 
of the system that are implemented at one time, the larger the 
staff, system analysts and programmers, must be. Several fact
ors determine the operating costs of the system. These factors in
clude the number of data items collected, the frequency of col
lection, the degree of accuracy desired, and the type and frequency 
of output requests. It is with respect to these factors that an SEA 
should manipulate the available resources - people, time, and 
money - to gain maximum benefit. 
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404.4 Committee Use 

The organization of the SEA and its channels of comm~.mica
tion have an important relationship in the implementation of 
an integrated information system. A committee comprised of ed~
cators and technical specialists is necessary to develop the speci
fications for the entire system. This committee, and similar com
mittees established as needed, must be made up of permanent, 
full time personnel whose efforts are applied to the implementa
tion of the system. These key personnel must first describe the 
SEA and its functions. Th~ description of functions, objectives, 
and activities must be done in great detail since the system's 
efficiency and effectiveness will depend largely on the accuracy 
of the description of the problems to be solved. 

The committee, or committees, should control decisions regard
ing data item collection, forms design, an_d writi~~ of instruc
tion manuals. The committees must effectively utilize the staff 
members throughout the SEA in developing the specifications 
for the system. 
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Chapter 500 

500. TECHNICAL PREFACE 

The previous chapters have described the MSEIP System for 
the administrator and nontechnical person; the Technical Pre
face introduces the technical aspects of the system. This pre
face serves three functions: it provides a technical introduction 
to the subsystems which are described in detail in Chapters 600 
through 1000; it provides some of the definitions and design phi
losophy of the MSEIP System and describes the structure of the 
DOCUMENTATION; and it provides descriptions of technical 
items that are common to the five subsystems. This description 
pertains primarily to data storage philosophies and processing 
techniques. Thus, the chapter describes the DOCUMENTATION 
structure, the mechanics of the development of the MSEIP Sys
tem and philosophy of the design development. 

501. EDP SYSTEM PHASE 

The development of a system such as the MSEIP System can be 
structured in three phases from the general design through the 
final programming and implementation. The DOC UMENTA
TION represents the first of these three phases, the general de
sign. 

General Design - the product of a general design is a design docu
ment that describes the various parts of the system in general 
terms, illustrates the system and its operation through various 
flow charts and describes the data upon which it is to function 
and the reports that it is to produce. However, the design of a 
system even at the general level is more than this. It also includes 
extensive investigation into the necessity for the system, includ
ing information needed and problems the system is to solve. 
The new system may be a replacement for an existing system or 
may be an extension to solve some ever-increasing information 
problems which only an automated system can solve. 

In the case of the MSEIP general system design, the detailed in
vestigation into the requirements of the system and the informa
tion processing problems it must solve were accomplished, in 
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the main, by the subsystem committees. A great amount of this 
investigation involved the definition and description of data 
items, the coordination of data needs between the states, and 
consideration of unique information needs of the various states. 

A general design first describes the complete system in general 
terms. The design displays the relationship of the various 
functions the system performs and the interrelationships of the 
data it must utilize. The system is then separated into its func
tional parts. Each of these parts is described in detail including 
the special data for each function. 

The five ~ubsystems of the MSEIP System utilize their own spe
cialized data as well as data of the other subsystems. The fol
lowing five chapters, 600 through 1000, describe in detail each 
of the five MSEIP subsystems. Chapter 1100 describes common 
features of the subsystems and indicates the linkages among 
subsystems through sample reports. The general design of a 
system serves as the system's general blueprint in which some 
details may be modified while the overall purpose will be the 
same and with standard results. 

Program Specification - the second phase in the development of 
a system specifies the computer programs that will accomplish 
the functions described for each subsystem. This publication, 
MSEIP DOCUMENTATION, does not go into the specification 
of particular programs because the MSEIP System must be 
tailored to the specific requirements of each state in which it is 
implemented. Tailoring is accomplished in the specification and 
development of the actual programs that will operate as the 
system. 

The program specification contains detailed descriptions of the 
functions to be accomplished by a program. Included in the pro
gram specification is the logic within the program to accomplish 
these functions, and the exact formats of the data the program 
is to utilize and to generate. A subsystem will consist of more 
than one program since each subsystem performs several func
tions in its specific area. ·Each program of a subsystem can ac
complish more than one function, but it is usually neither ef
fective nor efficient to expect one program to accomplish all the 
functions of a subsystem. A subsystem is divided into programs 
in much the same manner that the total system is divided into 
subsystems. Chapter 1200 examines the contents of a program 
specification in considerable detail. 
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Programming and Implementation - the third and final step in 
the development of a system; this is the programming (coding) 
and implementation of the programs that make up the system. 
The coding of the programs and the program checkout are only 
one phase of program implementation. To be completely imple
mented, a program must function with other programs as a 
system. To insure that the programs do function correctly is 
a concern of all three phases of the system's development. The 
general design describes how the system operates as a whole and 
how the subsystems and their programs function separately 
and together to provide all the functions of the system. The pro
gram specification reflects the relationship between the program 
being specified and other programs in the subsystem as well as 
with the system as a whole. The coding of the specific programs 
in the subsystem, as directed by the program specification, must 
also consider the interface requirements of the subsystem as a 
whole and any unique requirements that the total system places 
upon it. 

The specific hardware upon which the system is being imple
mented must be considered in coding the programs. The pro
gramming languages to be used and the programming tech
niques to follow will also affect the development of the pro
grams. Chapter 1300 explores various considerations of pro
gramming the MSEIP System and its parts. 

Chapter 1400 discusses other considerations involved with the 
actual implementation of the MSEIP System. These considera
tions are in areas other than the actual computer programs 
and their implementation. 

As the development of a system progresses through the previous
ly mentioned three phases, it is important that any logic devel
oped in a phase be left intact in the development of the subse
quent phase. Although each phase may require changes in some 
minor details of a previous phase, due to the more explicit 
development within a phase, the overall logic must remain the 
same as developed in the general design. 

501.1 Design Philosophy 

The MSEIP goal in developing this general design was to pro
vide an integrated educational information system that meets 
the general requirements of each of the 13 participating states 
and can be tailored to fit their specific problems. The design 
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philosophy of the MSEIP System was developed to solve two 
important and distinct problems. The first problem is logical 
and involves the actual information processing problems that 
the system is to solve. The second problem is physical and per
tains to the structure of the system, its subsystems, and its pro
grams. 

The Logical Problem - this is actually a group of problems that 
describe the purpose of the total system. The principal problem 
is that of information flow and usage from the LEA through an 
SEA and on up to the U.S. Office of Education. The first step 
taken by MSEIP in the solution of this problem was to develop 
five committees made up of representatives from the 13 partici
pating states. Each committee was concerned with a particular 
educational area or subsystem: facilities, finance, instructional 
programs, personnel, or pupils. 

The subsystem committees' first duty was to develop the ratio
nale and purpose of their particular subsystem. This process 
also served to develop some description of the basic functions 
of these subsystems for any SEA. A second task was the identifi
cation and definition of data items to be collected and utilized 
by the various subsystems. These data item lists and definitions 
served as the foundation for the development of the various data 
files that form the data file of the MSEIP System. This collection 
of data items and definitions also indicates what data items are 
necessary to serve the various subsystems. 

The logic of the MSEIP System was further developed so that 
each subsystem would serve the specific purposes of its area and 
would support integrated functions involving the other subsys
tems_. This process involves the collection of data that is usually 
specific to a subsystem and makes it easily available to another 
subsystem. This technique serves another purpose in that it al
lows the originating agency, the LEA, to provide a specific data 
item only once, even though the item may be necessary for a 
number of distinct functions in more than one subsystem. 

The Physical Problem - the MSEIP System design provides a 
model that supports the functions of any one of the 13 partici
pating SEA's. Although each of the 13 states has a number of 
problems that are logically the same, such as reporting to the 
Federal Government, each of the states has some unique require
ments to place upon an information system. These unique re
quirements could be the result of local legislation, the direction 
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in which the educational program for a particular SEA has de
veloped, or just the prerogative of the state in administering 
its own functions. 

A system developed uniquely for each of the 13 SEA 's would 
provide all the functions required for each state; however, this 
would involve great expense and duplication of effort. Indi
vidual system development would also promote diversity in the 
structures and formats of data which should logically be the 
same among the states. The use of standard definitions and for
mats among the states serves an effective purpose in allowing the 
states to work togetherforthebenefitoftheir individual programs 
and makes it possible for them to provide compatible information 
to the Federal Govern~ent. The development of a general sys
tem applicable to any of the 13 states also distributes develop
mental costs over a wider base. 

The MSEIP System has been designed so that a basic function 
within a particular subsystem stands alone and is enclosed by 
its own logic. This allows tailoring of a specific function with 
little or no effect on the rest of the functions of the subsystem. In 
addition to unique problems, each state also may have unique 
hardware with which to implement the system. This is one of 
the reasons that this ·system design does not include exact pro
gram specifications or coding, although the design will be de
tailed enough to allow an easy transposition of program speci
fications for specific hardware. There will be several points 
within this system design in which two logically different methods 
of processing, serial and random, will be described in those few 
instances to show where the particular type of storage device, if 
available in a particular hardware configuration, could be most 
effectively utilized. 

501.2 Technical Content 

The structure of t~e MSEIP DOCUMENTATION is basically 
standard. The beginning chapters give a general description of 
the MSEIP, the purpose of the system, and outlines the DOC U
MENTATION. Chapter 400, "Administrative Summary," pro
vides a description of the whole system, its purpose, the functions 
it will serve, and other pertinent data in terms that are appro
priate to administrators and other nontechnical people involved in 
the use of the system. 
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Chapters 500 through 1400 present the system and its subsys
tems, including technical terms, and technical considerations for 
the system's implementation. Chapters 600 through 1000 are 
the descriptions of the five subsystems that make up the MSEIP 
System. Each of these five chapters is structured in comparable 
sections. 

The first section of each subsystem chapter provides an intro
duction and some general comments on the rationale and or
ganization of the subsystem being described. It also includes 
any general design modifications that were made upon the orig
inal design considerations developed by the five subsystem 
committees. These modifications may have been made necessary 
through either logical or physical considerations developed when 
the system design progressed as an integrated unit. 

The second section includes subsystem category definitions and 
describes the data file and its layouts which are the principal 
concern of the data utilization functions of the subsystem. 

The third section describes the details of the file construction 
and any related considerations. The fourth section presents a 
sample output report that could result from the subsystem. The 
fifth section describes the multiple file uses available to the sub
system and illustrates the available linkage between the par
ticular subsystem and the other four subsystems within the 
total system. 

The sixth section of each subsystem chapter contains the de
scriptions of the data records in the subsystem's data file. These 
descriptions are the definitions of the data items and code struc
tures within the data records. The data items are listed and de
scribed on a chart in the order in which they could reside in the 
data record. The complete definitions of the data items contained 
in the data record( s) are listed alphabetically. All extensive lists 
of codes are listed separately from the definitions of the data 
items to which they pertain. 

Chapter 1100 describes storage considerations, updating and 
maintenance functions, and the subsystem linkage techniques 
that are common to all five subsystems. This chapter also il
lustrates some of the relationships between the subsystems 
through sample reports. Chapters 1200 and 1300 describe the 
general contents of a program specification of the programs that 
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will implement the system as well as the other considerations 
involved with the development of these programs. Chapter 1400 
discusses the problems involved in general implementation, par
ticularly in the areas of manual procedures. 

501.3 Figures and Charts 

Throughout this DOCUMENTATION, two types of displays 
are used, the figure and the chart. Most of these are contained 
in the last sections of the various chapters. 

Some of the figures used are flow charts. Such figures are used 
to represent the logic flow of a program function being described. 
These figures can be either at a general, overall level or can de
pict logic at a more detailed level. The flow chart figures follow 
standard flow chart conventions, with some deviation for great
er clarity. 

Charts are of a standard format and are used primarily to de
pict the contents of the data files of the various subsystems. These 
charts are of particular usefulness to the programmer. On each 
chart the data group depicted is identified. If more data fields 
are described than can fit on a single page, the data field de
scriptions overflow onto as many pages as necessary. Each data 
field is described by items arranged in columns. The following 
are the descriptions of each column that is repeated for each 
data field: 

Field Number - this is a sequential number assigned to this 
specific data field to position it on the chart and to place its 
position in a data file, if that is the type of data being described. 

Data Item Name - this is the alphanumeric name assigned to 
the particular data field which will be used by all programs that 
reference this data field. 

Size Digit/ Character - this item indicates the actual size of the 
data field in digits if numeric, or characters if alphanumeric. 

Type - this item indicates the type of data contained in the data 
field - alphabetic (A), numeric (N), or alphanumeric (A/N). 
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CHART 5-1. SAMPLE DATA ITEM CHART 

FIELD I SIZE TYPE 
DATA ITEMS DIG/ A,N 

NO. CHAR A/N 

1 County-District Code 7 N 
2 School (Organization) Code 3 N 
3 Internal Pupil Sequence Number 5 N 
4 Sex 1 N 

502. STORAGE AND RETRIEVAL PHILOSOPHY 

One of the basic purposes of the MSEIP System is the collection 
and storage of data for specific purposes. The philosophies im
plemented in connection with the stored data and their subse
quent retrieval dictate the system's design and its ultimate imple
mentation. The logical structure of the files is very important 
when considering the techniques for retrieving the data. Th~ 
physical media on which the data are entered into the system 
and on which they are stored with the system will affect the logic 
of their storage as well as the effectiveness of their usage. The 
actual techniques utilized in data retrieval can be extremely 
specific or remain rather general depending on the currentness 
and rapidity of their retrieval requireme~ts. 

502.1 File Structure 

The data files that comprise the data bank for the MSEIP Sys
tem are logically separated into five main files - one for _eac~ of 
the subsystems in the MSEIP System. However, these five files 
actually may be many more physical files. The determination 
of physical files is dictated by the logic of the computer and soft
ware used to implement the system. 

The five files of the system are sequenced by school district and 
by organizatio·n within school district. The specific ordering of 
each file is described in detail in its associated subsystem chapter. 

The five files are interrelated. This interrelation varies in depth 
between the files and is expressed in the index-linking logic that 
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is the basis of the MSEIP System's data storage and retrieval 
philosophy. This index logic will be explained in more detail 
in section 504. 2. 

502.2 Storage Media Considerations 

The physical media on which the data will be stored can be of 
two types: 

Mass Storage Media - the mass stqrage devices are normally re
ferred to as random storage devices because the media do ·not 
dictate a sequence of storage or retrieval actions on the data 
they store. These devices are normally disk files or magnetic 
drums; however, there are variations that utilize magnetic cards 
or short strips of magnetic tape. The main feature of these devices 
is the ability to hold a large amount of data while allowing the 
retrieval of a single data item without processing all data items 
of the file. 

Serial Storage Media - this type of storage media is magnetic 
tape that is held on large reels and processed serially. To obtain 
a specific item of a data file stored on a magnetic tape requires 
the processing ( or passing) of ~11 items until the desired item is 
attained. Magnetic tape and its handler are a less expensive 
storage device than a disk file or drum. However, the retrieval 
of data on magnetic tape using a random or selective technique 
is extremely slow compared to a disk or drum. When serially 
processing a complete file ( all or most items) the newer mag
netic tape handlers can process as fast or faster than most disk 
files. 

The MSEIP System's data storage and retrieval concept will 
function most effectively and efficiently in an environment of 
mass storage media, because an integrated system us_ing a num
ber of data files usually requires references between data files 
that are random and not in the same detail sequence. The 
MSEIP System's file philosqphy does not negate the possi
bility of a system that utilizes only magnetic tape for data file 
storage. However, certain _data would have to be duplicated 
between the various files and_ overall processing would be less 
efficient. The system of serial data files would not attain the degree 
of integration that is possible in a mass storage environment. 
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502.3 Input Media Considerations 

In the majority of the implementations of the MSEIP System, 
input data to the system will be converted into machine read
able form through the use of punched cards. Therefore, it will 
be very important that the documents used to collect the data 
from the local school districts be designed specifically for ease 
of keypunching. 

In some instances, the data collected will result in such quanti
ties that keypunching could be prohibitive. This will be partic
ularly evident when the MSEIP System's data files are being 
initially constructed. There are several techniques that can be 
utilized that will allow the data collection documents to be the 
actual input media. Two commonly used methods are: 

Mark-Sense Cards and Sheets - this is the technique of placing a 
mark in a specific position ( or box) that denotes an item of 
information. The mark can be read by a device connected to a 
computer or one that transfers the information to a punched 
card or magnetic tape. The design of a data collection docu
ment that utilizes mark-sensing is critical because each possible 
position on the document can be a data position. The mark
sense technique has been used for a number of years in the auto
mation of test scoring. Mark-sense data collection media have 
some limitations, particularly in the collection of alphabetic 
data. 

Optical Character Recognition (OCR) - the OCR device actually 
reads the characters ( alphabetic and numeric) on the data col
lection document and transmits them to the computer system. 
Most OCR devices require that the readable documents be typed 
and with specific type fonts. The design of the document is 
extremely important and the persons filling out the documents 
must be very careful because the characters must be precise
ly placed. These devices are quite expensive; however, in a system 
requiring large volumes of input data they easily pay for them
selves. 

Once the MSEIP System's data files have been constructed and the 
system begins to function, documents containing various items 
of data that reside in the data files can be generated. These 
data will be of the type that does not require re-initiation, only 
proofing and updating. These generated documents will be sent 
to the reporting districts for any changes indicated on the docu-
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ments. These changes will result in the new input to the system 
and will be used to update the data fields. This type of docu
ment, generated by the system and then used as input to the sys
tem, is commonly called a "turnaround document." Turnaround 
documents can use any of the mentioned methods of input 
media - punched cards, mark-sense documents, or OCR docu
ments. 

503. GENERAL SYSTEM FUNCTIONS 

The basic purpose of the MSEIP System is to collect, store, and 
report data concerning the educational program in a state. This 
purpose can be accomplished through two rather broad and gen
eralized data processing functions - file maintenance and report 
generation. These two general functions are structured from a 
number of simple decision and processing functions. 

Most of the processing that is accomplished in each of the five 
subsystems is logically the same. Thus, the processing for each 
subsystem can be accomplished by a common set of data con
trol .modules. This set of modules can be structured into a more 
specific set for any one of the five subsystems through the use 
of control parameters. These parameters can be introduced to 
the system on control cards or on the individual input or update 
documents themselves. 

All data files and documents, both input and output, are de
scribed to the processing modules in data dictionaries. These 
dictionaries describe all the items in the files and record essential 
information as to location, position, size, etc. The data control 
modules that accomplish theprocessingforeachofthe subsystems 
utilize the dictionaries to find the data they will process. This 
technique allows the System to be quite dynamic in structure. 

503.1 Data Control Modules 

The data control modules would be logically the same for any 
state implementing the MSEIP System. They involve the pro
gramming that provides the data integration (linking), data 
file maintenance, and data reporting functions for the system. 
The three data control modules are called: the Data Index/ 
Linkage Module, the Data File Maintenance Module, and the 
Data File Module. 
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The processing functions provided to the system by these mod
ules would be available through tp.e use of the modules as an 
individual program package as well as through the ability for 
application programs to utilize these modular functions on a 
"call" basis. The following is a brief listing of the general func
tions that would be provided by each of the modules: 

The Data Index/Linkage Module 

Index Table Maintenance - maintain ( add, delete, change) data 
items and pointers in the index tables as the MSEIP data files 
are being updated, to properly maintain the integration and 
accessibility of the data files. 

Linkage Trace - trace through the linkages in the index table 
based on any of the index criteria. 

Data Retrieve - obtain the data records and header data indicat
ed by the linkage trace function. 

Control - provide all control functions necessary to allow the 
three modules to operate together. 

User Service - provide all linkage logic to allow applications 
programs to "call" for the available processing functions. 

The Data File Maintenance Module 

Independent Update - provide the ability to update any of the 
system data files based on the data dictionaries that describe 
each file utilized in the system. 

User Update Functions - provide any of the update functions -
add, delete, change - to any requesting application programs. 

Index Table Update - along with its file update functions this 
module would initiate any required index table update through 
the Index/ Linkage module. 

The Data Report Module 

Data Extraction - extract data from any combination of the sys
tem data files based on various logical and mathematical cri
teria. 
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Format - format report lines and pages, inserting data obtained 
via the data extracting function. Control of page numbering and 
control breaking on selected data would also be provided. 

Summary - summary lines at any desired levels can be requested. 

User Calculations - this module would allow the insertion of 
user specified calculations into the line format functions. This 
feature will allow some tailoring of this module to reflect specific 
applications. 

Subroutines are the small programs used to produce the func
tional structures that are the MSEIP subsystems. These subrou
tines are so constructed that they can function alone or with 
several other subroutines. Thus, they are the actual building 
blocks of the MSEIP System. The following are brief descrip
tions of the basic functional subroutines of the data control 
modules. 

Index Handler - this subroutine retrieves a storage location from 
a specific index based on a key ( one of the index fields). It search
es any of the indexes and indicates a "not found" condition if 
the key is not in a specific index. 

Data Handler - this subroutine obtains a data record from stor
age based on a location obtained from an index. The data han
dler also places a record into storage in the location specified to it. 

Location Finder - this subroutine finds a location in storage for 
a data record in one of the MSEIP System's five data files. It 
also updates the appropriate indexes to reflect the additional 
record. 

Record Interrogator - this subroutine obtains a specific data 
field from a record that has been obtained from a data file via 
the data handler. 

Field Update - this subroutine allows a specific field, in a record 
obtained via the data handler, to be changed, deleted, or added. 
This subroutine modifies any program counters necessary if 
the record is of variable length. 

Data Decisions - this subroutine allows a number of decisions 
to be made concerning a specific piece of data. These decisions 
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would be match or no-match decisions, and in the case of numer
ic data, equal, less than, or greater than. This subroutine will 
act as a switch in the logic of a process based on the decisions 
that are allowed in a specific situation. 

Record Search - this subroutine searches the data records of a 
specified data file for a specific data condition. It utilizes the index
es as well as the actual data records in the search. Specified data 
conditions follow the logic of the data decision subroutine. 

Report Generator - this subroutine is much larger and more com
plex than those previously described. It generates a report from 
one or more data files using the linking logic of the indexes. 
The format of the report to be generated is specified via control 
parameters. 

This brief listing of subroutines should not be considered com
plete or exact. It provides examples of the parts of a generalized 
processing system. Precise specification of those subroutines would 
require knowledge of the hardware and software on which the 
system is to be implemented. 

503.2 Processing Logic Example 

To better illustrate the technique of building and processing a 
subsystem from the subroutines, a rather simple design for the 
Personnel Subsystem follows. This example is basically a file 
update and report process, and would be accomplished for the 
other four subsystems by the same set of programs. 

Figure 5-1 (A) illustrates the use of the initial decision process 
to determine which of the five subsystems is to be processed. The 
file origination program and the update program are actually 
the same program because the function of the file building con
sists of the add operation of the update function. This illustra
tion would use the record interrogator subroutine to obtain the 
first parameter and the data decision subroutine to determine 
the value of the parameter, that is, the subsystem to process. 

Figure 5-1 ( B) illustrates use of the record interrogator and 
index handler to determine if the second parameter ( district 
and/or organization number) is new and not in the index. The 
data decision subroutine decides if this is an add operation; 
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if it is, the location finder and data handler subroutines will 
add the record to the file and update the indexes. If the district 
and/or organization is not new, the record interrogator and in
dex handler subroutines are used to determine if the third para
meter (social security number) is in the indexes for the spe
cific district and/or organization. Ifthenumberisnot in the index
es and the data decision subroutine specifies that the action is 
add, the location finder and data handler subroutines will add 
the record for the social security number to the Personnel file. 
If the number is in the index, the data handler subroutine will 
obtain the complete record for that number from the Personnel 
file, shown at beginning of Figure 5-1 ( C ). 

Figure 5-1 ( C) illustrates use of the record interrogator subrou
tine to get the parameters (including possible data for fields), 
the data decision subroutine to determine the action to be taken, 
and the file update subroutine to accomplish the desired action 
on the specific field. 

Figure 5-1 (D) illustrates uses of the record interrogator and data 
decision subroutines to determine if there is a continuation card 
for these parameters. The report generator subroutine prepares 
the items for the transaction report. The actual functional struc
tures for the update of the historical file and the closing out of 
the reports and data files have not been detailed here because 
they duplicate much that appeared in the previous functions. 

Although the figure illustrates the basic logic of the Personnel 
Subsystem, there would be little difference in a description of the 
update and report logic of the other four subsystems. 
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504. SYSTEM LINKAGES 

The cross-file referencing ability of the MSEIP System is em
bodied in the system of indexes that will provide the linkage 
between the data files of the system. The indexes are essentially 
gro·ups of identifier information along with associated mass 
storage addresses and/ or links to other indexes. There is a dis
crete index for each of the subsystems at the organization within 
district level except in the Finance Subsystem. The links used by 
the indexes are actually key data items that are common between 
the five data files and are generally determinants of the struc
tures of the files. The Finance Subsystem does not have an index 
since its lowest level of commonality with the other files is at 
the organization level. 

There are two levels of linkage available in the system. The first 
level is the direct link which utilizes the indexes that form the 
common items between files. The second level is the indirect or 
implied link. This type of link is not one of common data items 
but of associated data items. Associated data items are those 
that are not the same, but are related in some manner, such as 
the summary of expenditures for an instructional area compared 
to the number of students and teachers in the classes in this area. 

The indexes for an organizational unit within a district are held 
in a large block of data constructed of variable size sub-blocks. 
A system of pointers or relative addresses is used to "thread" 
the links through the indexes. 

504.1 Header Data 

The header is the repository for a limited amount of pertinent 
data concerning a school district and each organizational unit 
within the district. These data are the type that is usually need
ed when each of the subsystems is pr9cessing its files, but is 
not usually collected and stored by a specific subsystem. Head
er data might be summary data from a file that are needed by 
several subsystems. The header is also the principal entrance 
into the indexes for a district and its organizations. The header 
consists of a group of data concerning the district in composite, 
as well as group~ of data specific to each organizational unit 
in that district. The items in the header below are only sug
gestions; states irpplementing the system will determine their 
specific header data. The description of these items will not be 
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as definitive as the descriptions of the data files in later sections 
because exact specifications of the header data and index items 
are dependent on implementation requirements. See Figure 
5-2. 

District Header - the information in this portion of the header 
pertains to the district as a whole: 

District Code -

County Code -

District Name -

Superintendent's Name - last name and initials 

Assessed Valuation - tax base of district 

Population Base - total population of district 

Square Miles in District - total size of district 

School Census Data -

District Organizati~n - type of district 

Total Staff - total of all staff members in the district 

Number of Pupils - total of all grades in district 

Number of Organizations in District - this also indicates the 
number of organization data groups in this district's header. 

Organizational Unit Header - this group of data items is repeat
ed for each organization in the district. 

Organizational Unit Identification Code - identification unit code 

Organizational Unit Name -

Principal's Name - last name and init~als 

Total Staff - total staff of organizational unit 
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Total Pupils by Grade -

Site and Building Numbers - see section 606.2 

Organization Unit Type - see section 706.1 

Days in Session -

Contract Period -

Master Index Pointer - the pointer to (relative location of) 
this organization's master index which is the entrance to its 
complete set of indexes. 

FIGURE 5-2. HEADER DATA 

DISTRICT CODE 
COUNTY CODE 
DISTRICT NAME 
SUPERINTENDENT'S NAME 
ASSESSED VALUATION 
POPULATION BASE 
SQUARE MILES IN DISTRICT 
SCHOOL CENSUS DATA 
DISTRICT ORGANIZATION 
TOTAL STAFF 
NUMBER OF PUPILS 
NO. OF ORGANIZATIONS IN DISTRICT 

ORGANIZATIONAL UNIT IDENT. CODE 
ORGANIZATIONAL UNIT NAME 
PRINCIPAL'S NAME 
TOTAL STAFF 
TOTAL PUPILS BY GRADE 
SITE AND BUILDING NUMBERS 
ORGANIZATION UNIT TYPE 
DAYS IN SESSION 
CONTRACT PERIOD 
MASTER INDEX POINTER 

ORGANIZATIONAL UNIT IDENT. CODE 
ORGANIZATIONAL UNIT NAME 
PRINCIPAL'S NAME 

v---
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504.2 The Indexes 

There is a set of indexes - a master index and four subsystem 
indexes - for each organizational unit in each district. One im-
portant purpose of the indexes is to facilitate the attainment 
of a desired data record from mass storage with only a mini
mum of searching, if any, required of the data in mass storage. 
This ability also follows linking between the mass data files. 
Figure 5-3 details each of the indexes and illustrates the link
ing ability between the indexes. 

Master Index - this index is the entrance to the four subsystem 
indexes. Its pointers include the beginning of each of these four 
indexes in the block of indexes. 

District Code -

Organizational Unit Identification Code -

Index Storage Location - the storage address at which the 
block of four subsystem indexes is stored in mass storage. 

Finance File Storage Location - the storage address of this 
organization's finance records in mass storage ( Finance 
file). 

Instructional Programs Pointer - relative location of the be
ginning of this index in the block of indexes. 

Facilities Pointer - relative location of the beginning of this 
index in the block of indexes. 

Personnel Pointer - relative location of the beginning of this 
index in the block of indexes. 

Pupil Pointer - relative location of the beginning of this index 
in the block of indexes. 

Instructional Programs Index - this is the principal index in 
the logic of the linkage between the other three subsystem 
indexes since it has links (pointers) to each of the others. The 
following group of items is repeated for each of the local 
course numbers and section numbers (classes) that is used 
by the particular organizational unit. 
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Instructional Area Code - see section 806. 3 

Local Course N um her - assigned by the district 

Section Number - act~al class/section number, assigned by 
the district. 

Record Storage Location - the address in mass storage of 
the detail record concerning this local course/section. 

Space Number Pointer - relative address of this space number 
and its record storage location address in the Facilities Index. 

Pupil Internal Sequence Number Ranges - these are two rela
tive locations in the Pupil Index that are the upper and lower 
limits of the ranges in which the internal pupil sequence 
numbers of the pupils in this course/section fall. 

Social Security Number Pointer - the relative location in the 
Personnel Index of the items concerning the instructor of this 
course/section. 

Facilities Index - this index is the means of acquiring the rec
ords concerning each defined space in the organization's build
ing( s ). The followin~ pair of items is repeated for each space 
in the organizational unit: 

Space Number - this is a unique four-digit number that identi
fies a space. For a complete definition of space code, see sec
tion 606.2. 

Record Storage Location - the address at which the record 
concerning this space is stored in mass storage. 

Personnel Index - this index contains a group of items for each 
of the certified personnel in an organizational unit. 

Social Security Number -

Record Storage Location- the address at which the record 
for this particular person is stored in mass storage (Per
sonnel file). 

Course Pointer - the relative location in the Instructional 
Programs Index of the items concerning one of the cour~e/ 
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sections that this person teaches. There is a course pointer 
for each course/section with which the person is involved. 

Pupil Index - this index assumes that the pupils in the organi
zation all have internal pupil sequence numbers assigned and 
in a manner somewhat chronological to age/ grade. Section 
1003.2 describes in detail the internal pupil sequence number 
and its assignment methods. This index also assumes that indi
vidual data concerning the pupils is collected and stored in 
the Pupil file. 

The items in this index are called Pupil Range Locations. 
These are locations in mass storage at which pupil records, 
beginning a certain range of internal pupil sequence numbers, 
are stored. The use of these Pupil Ranges is to allow some link
ing between a course/section and the records of the pupils 
in the course/section without listing all pupil sequence numbers 
in the indexes or searching all the pupil records in mass storage 
to find those in the course/secti_on. The setting of the ranges of 
internal pupil sequence numbers can be unique to an organi
zational unit. 
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FIGURE 5-3. INDEXES AND LINKING CAPABILITIES 

I 

I 

MASTER INDEX 

DISTRICT CODE 
ORG. UNIT ID CODE 
INDEX STOR. LOC. 
FIN. FILE LOC. 
I.P. POINTER 
FAC. POINTER 
PERS. POINTER 

f • - PUPIL POINTER 

I 

I 
I 
\ 

\ 

\ 
\ 

\ 
\ 

.1. ►PERSONNEL INDEX 

SOC. SEC. NO. 
RECORD STOR. LOC. 
COURSE POINTER 
COURSE POINTER 
COURSE POINTER 

SOC. SEC. NO. 
RECORD STOR. LOC. 
COURSE POINTER 

\ 
\ 
\ 
\ 

\ 
I_ --► INSTRUCTIONAL PROGRAMS INDEX 

I.P. AREA 
LOCAL COURSE NO. 
SECTION NO. 
RECORD STOR. LOC. 
SPACE CODE POINTER 
PUPIL RANGES 
SOC. SEC. NO. POINTER 

\ 

'-►PUPIL INDEX \. - ► FACILITIES INDEX 

PUPIL RANGE #1 - LOC. 
PUPIL RANGE #2 - LOC. 
PUPIL RANGE #3 - LOC. 
PUPIL RANGE #4 - LOC. 
PUPIL RANGE #5 - LOC. 
PUPIL RANGE #6 - LOC. 

PUPIL RANGE #1 - LOC. 
PUPIL RANGE #2 - LOC. 
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SPACE NUMBER 
RECORD STOR. LOC. 
SPACE NUMBER 
RECORD STOR. LOC. 
SPACE NUMBER 
RECORD STOR. LOC. 
SPACE NUMBER 
RECORD STOR. LOC. 

SPACE NUMBER 

Chapter 600 

600. FACILITIES SUBSYSTEM 

601. FACILITIES SUBSYSTEM COJMMITTEE 

The MSEIP Facilities Subsystem was concerned primarily with 
information about the physical properties of school facilities. 
Thus, it defined and interpreted specific data needed by local, 
state, and national agencies about sites, buildings, and equip
ment. 

It was believed by the Facilities Subsystem Committee that 
SEA's have inadequate data available about school facilities 
that are in use by the local school districts. In addition, existing 
data are not recorded in an orderly fashion, are not associated 
with standard definitions, are not readily related to finance, in
structional programs, personnel, and pupil data, and do not 
~erve as acceptable components of an integrated educational 
information system. Facilities data are needed for integration 
with other data to improve educational decision making. 

The Subsystem concerned itself with assessment of the needs of 
the various educational agencies, and with providing data for 
research, evaluation, and communication among and for the 
agencies involved. It also concerned itself with the roles and func
tions of the SEA's so that their objectives and activities would be 
the determining factor for the inclusion of data items. 

The Facilities Subsystem Committee was organized in June 
1966. Its executive officer was an MSEIP Central Staff Super
visor with a background in school facilities. A chairman was 
elected from the membership. The 13 committee members in
cluded a representative from the SEA of each participating state. 
The representatives, appointed by their chief state school officers, 
were SEA personnel whose positions were either in facilities or 
closely related. The members of the Facilities Subsystem Com
mittee collectively agreed on the inclusion of data items for 
this Subsystem. 
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601.1 Introduction 

This chapter presents the MSEIP Facilities Subsystem as it was 
designed to m~et its objective of building a comprehensive, ac
curate data file to furnish information that describes the facili
ties of the L~A. At the same time; the consideration that the 
Facilities Subsystem is an integral part of a five-file integrated 
information system has been regarded as an objective of equal 
importance. 

Information guidelines about the collection of data, the con
struction of machine useable files, and a complete list and defini
tion of data items that may be used are included in this chapter. 
The data items are those compiled by the Facilities Subsystem 
Committee, selected after intensive investigation. 

This chapter is not a program specification and is not intended 
to serve that purpose. The guidelines set forth here are inten? ed 
to give the individual SEA's the ability to design and imple1J1.~nt 
an EDP (electronic data processing) system for processin this 
data with a minimum of time and effort. 

602. FACILITIES DATA FILE 

602.1 Facilities Categories 

There are four categories made up by four records in the Facili
ties Subsystem data file. These are: Site, Building, Space, and 
Vehicle. 

The site number is a three-digit nuineric field and assigned at 
district level. The site is divided into the original site and addi
tions by the site unit code. T~e site unit is identified by a one
digit code and the original site is always zero, the first addition 
is one, etc. The site may or may not contain a building or build
ings. 

The building number is a three-digit numeric field and assigned 
by the local district. A building is divided into the original build
ing and additions by the building unit code. The building unit 
is identified by a one-digit code and the original building is 
always zero, the first addition is one, etc. 
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The space number is a four-digit numeric code that is assigned 
within a building unit. Built-in Equipment is a subcategory asso-• 
dated with th~ space where applicable and is carried as part of 
the space within which it is located. All spaces are specifically 
identified through the use of the space name code. 

The Vehicle Record is divided into three subcategories: The 
Conventional Carrier, the Small Carrier, and Other Vehicle. 
Each vehicle requires a fixed amount of data to describe it, but 
the number of vehicles described in one district is unlimited. 
If possible, there should be just one vehicle record for each 
district. 

602.2 File Structure and Data Layout 

This file was designed to make it adaptable for the retrieval 
of data necessary to produce management reports and statistical 
tables. The following general design is suggested whether the 
file is to be stored on a mass storage device or magnetic tape. 

The file structure allows for variable length records. The block
ing factor will of necessity be dictated by the hardware and soft
ware available to an individual state. Also, the amount of data 
collected by any given state will affect the decision made about 
the blocking factors. The general design should conform to 
the other four subsystems to insure the efficiency of the integrated 
system. 

There are several factors that will cause the size of the records 
to vary to a marked degree. The vehicle record, for instance, in 
a district that has five conventional carriers, would be much 
smaller than the vehicle record for a district that had twenty
five conventional carriers. Also, the space records' size would 
vary according to the presence or absence of built-in equipment. 

If the above described structure is followed, there will be four 
types of records in the Facilities data file. 

1. Site Record - this record will give the location, size and other 
general characteristics of a given site unit ( original and addi
tions). A site may or may not have structures on it. The 0riginal 
site will be identified by O in the site unit code; the first addition 
to the site will have 1 in the site unit code, etc. The record code in 
all site records will contain 1. 
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2. Building Record - there will be a building record for each 
building unit which will be associated with the preceding site 
unit record. The original building will have a building unit 
number of 0, the first addition 1, etc. The building unit records 
will have 2 in the record code and the subrecord code. 

3. Space Record - there will be a space record for each individu
al space within a building unit. This record will also contain 
the adjuncts applicable to that space and the built-in equipment 
in that space, if applicable. The space record will have a 2 in 
the record code and 3 in the subrecord code. 

4. Vehicle Record - there will be one vehicle record for each 
district. Each- vehicle owned or leased by that district will have 
a fixed amount of data to describe it, and the size of the record 
will vary by the number of vehicles being operated by that 
district. Only school-owned vehicles and leased vehicles that are 
maintained and operated by the school district will be carried in 
this record. The sequence key of the vehicle record will contain 
9999 for sequencing purposes; the record code will contain a 3. 

603. FILE CONSTRUCTION CONSIDERATIONS 

603.1 Data Collection 

The Facilities data file by necessity will be much more static than 
the other subsystems. Therefore, great care should be taken in 
the original collection of data to construct this file. 

The collection forms should be designed so all the data an SEA 
requires will be collected in one effort. The forms should also 
be designed so that within each county-district the sequence 
will be as follows: Site, Building Unit Within Sites, Spaces 
Within Building Units, and Vehicle Record ( one per district). 

There will be a building unit record, (if applicable), following 
the site record. Following the building unit record will be all 
the space records applicable to that building unit. Following 
the space records will be the next building unit record followed 
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by the space records applicable to it, etc. After all the sites, build
ing units, and spaces have been described, there will be a vehicle 
record describing all of the vehicles owned or leased by that 
district. 

Each of the four records and its data item list suggested in the 
Facilities Subsystem assumes the existence of the other three. 
However, in the initial development of a facilities file in an SEA, 
this may not be the case. All records and all data items probably 
would not be developed at the same time. Hence, priorities 
must be established according to needs and resources of each 
implementing agency. For an agency that has no facilities data 
at all, perhaps a practical beginning would be to identify and 
number every site and building. Then as information is needed, 
other data items could be added and the individual records 
established. 

SEA's should be aware of other problems and methods of secur
ing information. Consideration could be given to collecting data 
in summary form until all the records are implemented. For 
example, all individual spaces are identified within every build
ing on the Space Record. However, the Space Record adds many 
problems for data collection, storage requirements, and resources 
needed. Hence, the Space Record may not be collected at first, 
but one may want to add these items to the Building Record: 
1) number of general purpose spaces; 2) number of special 
spaces; and 3) number of administrative spaces. This example 
is used for illustrative purposes only and many other examples 
and combinations exist. Another area deserving consideration 
would be SITE LOCATION. If a structure is on the site and the 
BUILDING ADDRESS has been collected, one may not need 
both the SITE LOCATION and BUILDING ADDRESS. The 
items USE OF SITE and USE OF BUILDING would be a 
comparable example. 

603.2 File Sequencing 

The Facilities data file is unique in the five subsystems in that 
the file is built on a multisequence philosophy. It should be noted 
in section 602. 2 that to each of the four types of records, a record 
code has been added; and to the building records and the space 
records, a subrecord code has been added. These additional fields 
are necessary to allow for identification and sequencing of 
the records. 
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If the Facilities records are sequenced on the first 21 digits of 
the records, the file will fall into the sequences shown in Figure 
6-1. 

FIGURE 6-1. FACILITIES FILE SEQUENCE 

Original 

County 

District 

Code 

Site 1111111 

Original 
Building 1111111 

Space 

Space 

1111111 

1111111 

1st Building 
Addition 1111111 

Space 1111111 

1st Site 
Addition 1111111 

2nd Building 
Addition 1111111 

Space 1111111 

Site Building Sub-

Site Unit Record Bu.ild ing Unit Record Space 

No. Code Code No. Code Code No. 

111 

111 

111 

111 

111 

111 

111 

111 

111 

Sequence 

Key 

0 

0 

0 

0 

0 

0 

1 

1 

1 

1 

2 

2 

2 

2 

2 

1 

2 

2 

111 

111 

111 

111 

111 

111 

111 

0 

0 

0 

1 

1 

2 

2 

2 

3 1111 

3 2222 

2 

3 1111 

2 

3 3333 

Vehicle 1111111 9999 3 
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604. SAMPLE OUTPUT REPORT 

An example of a report that may be obtained from the Facili
ties data file follows in Figure 6-2. 

FIGURE 6-2. FACILITIES SUBSYSTEM SAMPLE REPORT 

DESCRIPTION OF LABORATORIES 

County-District No. 281 5229 

Name/Type 

CHEMISTRY 

PHYSICS 

BIOLOGY 

LANGUAGE 

Air 

Conditioning 

Yes 

Yes 

Yes 

No 

Floor 

Area 

1200 

1200 

1000 

900 

605. MULTIPLE FILE USES 

Lighting 

Fool 

Candles 

65 

65 

65 

50 

Cost 

Equipment 

22,000 

25,000 

30,000 

8,000 

The central theme of the system being proposed here is that 
any one or all of the five subsystems may be used in formulating 
reports. This allO\ys for complete flexibility at the state level 
not only in producing reports for state and federal use, but also 
in retrieving data for research projects. To accomplish this 
flexibility, an index table will be established while files are 
built that will provide a linkage between all subsystems. 

This linkage is described in Chapter 1100, "Common Features 
of the Subsystems," and is not repeated in each subsystem chap
ter. It should be noted here, however, that the index will allow 
a linkage between the Facilities Subsystem and all other given 
subsystems. The establishment and maintenance of these indexes 
will be the single most vital feature in the operation of this infor
mation system. 

67 



606. 

606.1 

DATA ITEM LISTINGS, DEFINITIONS, AND 
CODES 

Data Item Listings 

The following four charts list Facilities data items that may be 
used in building a Facilities Subsystem file. The charts were 
established by categories of the Facilities Subsystem. Chart 
6-1 lists site record data items; Chart 6-2 lists building record 
data items; Chart 6-3 lists space record data items; and Chart 
6-4 lists vehicle record data items. 

Each of the records begins with the data items used for identifica
tion and header information. These items are needed in this order 
for sequencing purposes. Other categories and data items in each 
record are listed in alphabetical order. The order of these items 
can be changed and items can be added or deleted. 

CHART 6-1. FACILITIES SUBSYSTEM SITE RECORD 

SIZE TYPE 
FIELD DATA ITEMS 

DIG/ A,N 
NO. (Definitions on pages 75 to 82.) 

CHAR A/N 

- SITE IDENTIFICATION -

1 County-District Code 7 N 
2 Site Number 3 N 
3 Site Unit 1 N 
4 Record Code ( code is 1) 1 N 
5 Appraised or Estimated Code 1 N 
6 Appraised or Estimated Value 6 N 
7 Area of Site 5 N 
8 Cost of Improvements to Site 5 N 
9 Cost of Site 6 N 

10 Date of Acquisition 4 N 
11 Date of Disposal 4 N 
12 Ownership of Land 1 N 
13 Site Location 35 A/N 
14 Use of Site - instructional and sup- 2 N 

porting service~ (multiple uses 
if desired) 
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CHART 6-2. FACILITIES SUBSYSTEM BUILDING 
RECORD 

FIELD DATA ITEMS 
~IZE TYPE 

NO. (Definitions on pages 82 to 105.) 
DIG/ A,N 
CHAR A/N 

BUILDING IDENTIFICATION 

1 County-District Code 7 N 
2 Site Number 3 N 
3 Site Unit 1 N 
4 Record Code ( code is 2) 1 N 
5 Building Number 3 N 
6 Ruilding Unit 1 N 
7 Subrecord Code ( code is 3) 1 N 

- Bl JIT,DING-GENERAI~-

8 Address of Ruilding 35 A/N 
9 Availability of Building 1 N 

10 Date of Acquisition (building) 4 N 
11 Date of Construction Contract of 4 N 

Building 
12 Date of Disposal (building) 4 N 
13 Elevators in Building, Number of 1 N 
14 Fire Rating 1 N 
15 Kind of Building 2 N 
16 Mobility of Building 1 N 
17 Ownership of Building 1 N 

- CONSTR l JCTION 
AND MATERIAL-

18 Exterior Wall 1 N 
19 Floor Framing 1 N 
20 Interior Frame ( division walls) 1 N 
21 Roof Deck 1 N 
22 Roof Framing 1 N 
23 Structural System (bearing walls 2 N 

and materials) 
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(CHART 6-2. FACILITIES SUBSYSTEM BUILDING 
RECORD, CONTINUED) 

SIZE TYPE 
FIELD DATA ITEMS 

DIG/ A,N 
NO. (Definitions on pages 82 to l 05.) 

CHAR A/N 

-COST OF BUILDING-

24 Appraised or Estimated Code 1 N 
25 Appraised or Estimated Value 7 N 
26 Cost of Architectural and Engineer- 5 N 

ing Services 
27 Cost of Built-in Equipment 6 N 
28 Cost of Educational Consultative 5 N 

Services 
29 Cost of Electrical Contract 6 N 
30 Cost of Fiscal Services Fees 5 N 
31 Cost of General Contract 7 N 
32 Cost of He.ating Contract 6 N 
33 Cost of Legal Services 5 N 
34 Cost of Miscellaneous Services 5 N 
35 Cost of Plumbing Contract 6 N 
36 Cost of Ventilation Contract 6 N 

- FIRE PROTECTION SYSTEM -

37 Adequate Water Supply for Fire 1 N 
Protection 

38 Heat-Smoke Detection System 1 N 
39 Number of Automatic Sprinkler 4 N 

Heads 
40 Number of Call Boxes 2 N 
41 Number of Fire Alarm Boxes 2 N 
42 Number of Fire Extinguisher 3 N 

Stattons 
43 Number of Fire Hose Cabinets 2 N 

-SERVICE SYSTEMS-
- Cooling System -

44 Extent of Cooling System 1 N 
45 Type of Cooling System 1 N 
46 Ventilating System in Building 1 N 

(type) 
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(CHART 6-2. FACILITIES SUBSYSTEM BUILDING 
. RECORD, CONTINUED) 

FIELD DATA ITEMS SIZE 

NO. (Definitions on pages 82 to 105.) DIG/ 
CHAR 

- Electrical and Communication 

System-

47 Communication System in 1 
Building (multiple uses) 

48 Emergency Electrical System 1 
49 Source of Main Electrical System 1 
50 Television System 1 ' . 

- Heating System -
51 Source of Heat for Heating System 1 
52 Type of Heating System 2 

- Sewage Disposal 
and Water Supply-

53 Ownership of Sewage System 1 
54 Sewage Treatment and Disposal 1 

System 
55 Source of Water 1 

-SIZE OF BUILDING-

56 Area of Basement 5 
57 Area of Disaster Shelter 5 
58 Gross Floor Area of Building 7 

Facility 
59 Number of Floors (stories) of 2 

Building 
60 Rated Pupil Capacity 5 

- USE OF BUILDING-
61 Types of Schools in Building 2 
62 Types of Supporting Services in 2 

Buildin~ 

TYPE 

A,N 
A/N 

N 

N 
N 
N 

N 
N 

N 
N 

N 

N 
N 
N 

N 

N 

N 
N 



CHART 6-3. FACILITIES SUBSYSTEM SPACE RECORD 

SIZE TYPE 
FIELD DATA ITEMS 

DIG/ A,N 
NO. (Definitions on paiges 105 to 112.) 

CHAR A/N 

- SPACE IDENTIFICATION -
1 County-District Code 7 N 
2 Site Number 3 N 
3 Site Unit 1 N 
4 Record Code (code is 2) 1 N 
5 Building Number 3 N 
6 Building Unit 1 N 
7 Subrecord Code (code is 3) 1 N 
8 Space Identification Number 4 N 

-SPACES IN BUILDING-
9 Name/Type Space 2 N 

10 Dimensions of Space 8 N 
11 Floor Level 1 N 
12 Adjuncts ( repeated for each adjunct 

related to this space) 7 N 

Type of Adjunct ( 2 digits) 
Number of Adjuncts ( 1 digit) 
Area of Adjunct ( 4 digits) 

- For Instructional Spaces -

13 Air Conditioning 1 N 
14 Area of Windows 4 N 
15 Lighting 2 N 
16 Wall Flexibility 1 N 

- For Finishes of 
Instructional Spaces -

17 Ceiling 1 N 
18 Flooring (surface) 1 N 
19 Walls 1 N 

- For Built-in Equipment 
in Instructional Spaces -

20 Date Acquired 6 N 
21 Description 31 A/N 
22 Number of Units 3 N 
23 Total Cost 7 N 
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(CHART 6.3. FACILITIES SUBSYSTEM SPACE RECORD, 
CONTINUED) 

DATA ITEMS SIZE TYPE 
FIELD 

DIG/ A,N 
NO. (Definitions on pages I 05 lo 112.) 

CHAR A/N 

- For Service Spaces-

24 Number of Lavatories 2 N 
25 Number of Shower Heads 2 N 
26 Number of Urinals 2 N 
27 Number of Water Closets 2 N 

CHART 6-4. FACILITIES SUBSYSTEM VEHICLE RECORD 

FIELD DATA ITEMS SIZE TYPE 

NO. (Definitions on pages I I 2 to 113.) DIG/ A,N 
CHAR A/N 

- VEHICLE IDENTIFICATION -

1 County-District Code 7 N 
2 Sequence Key (key is 9999) 4 N 
3 Record Code (code is 3) 1 N 

- CONVENTIONAL CARRIER-
-Chassis-

(Items 4-14 repeated for each 
conventional carrier) 

4 Type of Vehicle 1 N 
5 Cost of Chassis 5 N 
6 Make Code of Chassis 2 N 
7 Ownership Code of Chassis 1 N 
8 Year Manufactured of Chassis 2 N 
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(CHART 6-4. FACILITIES SUBSYSTEM VEHICLE 
RECORD, CONTINUED) 

SIZE TYPE 
FIELD DATA ITEMS 

DIG/ A,N 
NO. (Definitions on pages 112 to 113.) CHAR A/ N 

-Body-

9 Cost of Body 5 N 
10 Make Code of Body 2 N 
11 Ownership Code of Body 1 N 
12 Radio System (two-way) 1 N 
13 Rated Capacity of Body 2 N 
14 Year Manufactured of Body 2 N 

- SMALL CARRIER AND 
OTHER VEHICLES-

( Items 15-18 repeated for each 
small carrier or other vehicle) 

15 Type of Vehicle 1 N 
16 Cost 5 N 
17 Description of Small Carrier 20 A/N 
18 Year Acquired 2 N 

606.2 SITE DATA ITEM DEFINTIONS AND CODES 

The site for a given school plant consists of all the land serving 
the school together with all improvements to the site ( other 
than structures) such as grading, drainage, drives, parking 
areas, walks, plantings, play courts, and playfields. 

A school plant includes the site, buildings, and equipment used 
by a single school, or by two or more schools sharing com
mon facilities. 

A school is a division of the school system consisting of a group 
of pupils · composed of one or more grade groups, organized 
as one unit with one or more teachers to give instruction of a 
defined type, and housed in a school plant of one or more 
buildings. More than one school may be housed in one school 
plant, as is the case when the elementary and secondary pro
grams are housed in the same school plant. 
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The definitions from the USOE Glossary and Handbook III 
were used when applicable. The definition for a site data item 
is listed in the same order that it appears in the Site Record, 
Chart 6-1. 

- SITE IDENTIFICATION -

COUNTY-DISTRICT CODE - a numeric field comprised of a 
three-digit county code and a four-digit district code. 

SITE NUMBER - the number assigned by the district. Each 
site, whether or not it has a structure, should be assigned a 
number. 

SITE UNIT - this code uniquely identifies the original site 
and all additions to that site. Use the following codes: 

0 - Original Site 
1 - First Addition 
2 - Second Addition, etc. 

RECORD CODE - code is I. 

APPRAISED OR ESTIMATED CODE - this code designates 
how the value was determined. 

1-Appraised 
2 - Estimated 

APPRAISED OR ESTIMATED VALUE-this amount is expect
ed to be the current value of the site according to the best avail
able information. It might be a formal appraisal, a consensus 
of local authorities, or an estimate made by the superintendent. 

AREA OF SITE - the total number of developed and unde
veloped acres in a site unit ( original and all additions) to the near
est tenth, including areas occupied by buildings, walks, drives, 
parking facilities, arid other improvements to the site. 

COST OF IMPROVEMENTS TO SITE - cost of a site improve
ment includes the contract amount for contract work and sala
ries and other expenses for work done by district employees, 

75 



plus any other expenses connected with any initial installation 
or extension of a site improvement. It also includes the cost of 
any special assessments against the school district for capital 
improvements on or off the site, such as streets, curbs, and 
drains on or adjacent to the site, and any easements involved. 

When the actual cost of an improvement to site is unknown and 
the cost of the land is known and has been recorded, the figure 
to use is the estimated cost at the time the improvement was 
made. 

vVhen an improvement to site has been received as a gift, or 
acquired at no cost through annexation or reorganization, the 
entry for its cost is zero plus any costs connected with its acquisi
tion and installation, with an indication that it was a gift or 
acquired at no cost to the district. 

Improvements to site consist of initial and additional work 
( other than buildings) performed upon the site and its adjacent 
ways after acquisition by the school district. This involves 
such things as grading, landscaping, seeding, and planting of 
shrubs and trees; constructing new sidewalks, roadways, over
passes, retaining walls, sewers, and storm drains; installing 
water mains, field hydrants, sprinkling systems, and outdoor 
drinking fountains; original surfacing and soil treatment of ath
letic fields and tennis courts; furnishing and installing (for the 
first time) playground apparatus built into the grounds, flag
poles, gateways, fences, and underground storage tanks which 
are not parts of building services systems; and demolition work. 

All grading costs are included under improvement-to-site costs, 
except the costs for excavation, fill, and backfill necessary for 
construction of buildings. Such costs would be included under 
Cost of Building. 

COST OF SITE (for records of owning unit only) - the cost 
of a site as maintained in the records of the owning unit is the 
actual cost to that district. When school districts are reorganized, 
the new district should retain available cost records of the old 
district( s) for reference purposes. 

The cost of land includes the purchase price paid by the owning 
district for all land that makes up a site and all improvements 
to the land existing at the time of purchase, plus all costs related 
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. . 
to acquiring title to the la~d, such as appraisal fees, search and 
title insurance, site surveys, and condemnation proceedings. 

If the purchase price of the land also includes some buildings 
which are retained for use, the appraised value of the build
ings should be deducted from the price of the land and a record 
established for the buildings. If the buildings are sold rather 
than retained for use, the salvage value should be deducted 
froni the price of the land. 

\\hen the actual cost of the land is unknowri, the figure to use 
is the estimated cost atthe time ofacquisition. This figure includes 
the estimated cost of the land and any existing improvements 
to site for which actual cost figures are not available. 

When the land has been received as a gift, or acquired at no 
cost through annexation or reorganization, the entry for cost 
of land is zero plus any costs related to acquiring title to the 
land, with an indication that the land was received as a gift 
or at no cost to the district. (School districts may wish to note 
on a record form the appraised value of such land at the time 
it was received, but this value figure should not be shown as 
the cost of the land.) Cost of land does not include improvements 
to site made after the land was acquired by the district; such 
costs are recorded under Cost of Improvements to Site. 

The acquisition cost ~ncludes cost of all the land comprising 
the site units ( original and all additions) at the time the school 
plant or supporting services facility was first accepted and put 
into use by the school district. 

DATE OF ACQUISITION - the date on which the owning school 
district consummated the transfer of ownership of the land. 
If dates of acquisition are unknown, they should be estimated. 
For leased or rented property, the dates are those on which 
the lease or rent begins. 

DATE OF DISPOSAL - the date on which each piece ofland 
in a site was sold or otherwise disposed of so that the school 
district no longer retained it for any purpose. 
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OWNERSHIP OF LAND - ownership of land is shown on a 
record form with a designation selected from codes below: 

1- District-Owned - land owned by a school district ( or 
unit operating the schools), or under its control through 
a contract to purchase. This designation is used for 
land to which title is held by the board of education 
or other school officials of the district keeping the record. 

2 - Municipally-Owned - land owned by a municipal unit 
of government (not the unit operating the schools) 
and used for school district purposes. This designa
tion is not used for land to which the board of educa
tion or other school officials have title. 

3-Authority-Owned - land owned by a public-schoolhous
ing authority, used for school district purposes. 

4 - Other Public Ownership - land owned by county, state, 
Federal Government, or other governmental agency and 
used for school district purposes. State-owned or Feder
ally-owned would be indicated on a record form for 
such a land. 

5- Nonpublicly-Owned - any land, other than publicly
owned land, that is used by a school district and is 
under its jurisdiction for school district purposes. 

SITE LOCATION - the location of each site should be listed. 
This may be done in one of two ways as described below. If a 
site has a postal street address this is sufficient. If, however, a 
site does not have a postal address then the legal deed des
cription will suffice. 

Street Address - postal address of the site. 

Legal Description - description of the parcel of land in the 
records of the city clerk. Use deed reference or longitude
latitude: 

Deed Reference - legal description as on the deed - plot 
number, lot number, etc. 
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Longitude-Latitude - if nothing else is available, the 
longitude and latitude as used in the 1962 USOE In
ventory will suffice. 

USE OF SITE - instructional and supporting services - the use 
of a site is shown by indicating the type of plant or building 
located on it, or, if the site is vacant, the purpose for which it 
is used. 

A supporting services facility is a piece of land, a building, or 
part of a building that services more than one school plant or 
is not a part of any given school plant. In some instances, a 
facility which is definitely part of one school plant may also 
be used by pupils from another school plant. For example, 
a high school cafeteria may also be used by pupils from a near
by elementary school plant. Such a facility would not be classi
fied as a supporting services facility, but would be accounted 
for as part of the school plant by which it is used the major 
portion of the time. 

The type of school plant on a site or under construction on a 
site is shown on a record form with a designation selected from 
the following codes (multiple uses if desired): 

01- Elementary School Plant - a plant that houses on a 
permanent basis one school only - a school classi
fied as elementary by state and local practice and com
posed of any span of grades below grade 9. In this 
definition, elementary school includes kindergarten and 
nursery school. 

02 - Secondary School Plant - a plant that houses on a 
permanent basis one school only - a school comprised 
of any span of grades beginning with the next grade 
following elementary school and ending with or below 
grade 12, including junior high schools, the different 
types of high schools, and vocational or trade high 
schools. 

03 - Combined Elementary and Secondary School Plant - a 
plant that houses on a permanent basis two schools 
only - an elementary school and a secondary school. 
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04- Community College Plant - a plant that houses on a 
permanent basis one school only - a school that begins 
with grade 13, offers at least one but less than four 
years of work, and does not grant the baccalaureate 
degree. 

05 - Combined Secondary School and Community College 
Plant - a plant that houses on a permanent basis two 
schools only - a secondary school and a community 
college. 

06- Other School Plant - a school plant not classifiable 
under codes above. This type of school plant should 
be written on a record form. 

The type of supporting services facility on a site or under con
struction on a site is shown on a record form with a designation 
selected from the codes below (multiple uses if desired): 

07-Administration Building - a building used primar
ily for housing personnel and equipment engaged in 
activities which have as their purpose the general regu
lation, direction, and control of the affairs of the school 
district that are systemwide and not confined to one 
school, subject, or narrow phase of school activities. 

08- Instruction Building - a building used primarily for 
housing personnel and equipment engaged in instruc
tional activities that are available to more than one 
school plant. Examples of this kind of building are 
separate television and radio stations, gymnasiums, 
natatoriums, auditoriums , school libraries , and school 
museums serving more than one school plant. 

09- Pupil Transportation Building - a building used pri
marily for housing personnel and equipment engaged 
in activities which have as their purpose the convey
ance of pupils to and from school activities, either be
tween home and school or on trips for curricular or 
cocurricular activities. This includes building facilities 
such as those for pupil transportation supervisors, 
mechanics, and clerks; bus waiting stations; and stor
age for vehicles and supplies used in the pupil trans
portation program. 
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10- :Maintenance Building - a building used primarily for 
housing personnel, equipment, and material storage 
for those engaged in activities concerned with the repair 
and upkeep of grounds, buildings, and equipment; 
or with the manufacture of equipment. This includes 
building facilities such as those for carpenters, 
cabinetmakers, machinists, mechanics, painters, plumb
ers, electricians, and groundskeepers. 

11 - Warehouse - a building used primarily to store sup
plies and equipment for the school district as a whole. 

12 - Food Services Building - a building used for housing 
personnel, equipment, and food storage for those en
gaged in the preparation, serving, or distribution of 
regular and incidental meals, lunches, or snacks in 
connection with school activities. 

13- Student Dormitory - a building that is used primarily 
as living quarters for groups of students. 

14 - Living Quarters for Professional Personnel - a build
ing that is used primarily as living quarters for pro
fessional personnel such as teachers, principals, and 
supervisors. Individual apartments rented by a school 
district for teachers are not designated by this term. 

15 - Living Quarters for Service Personnel - a building 
that is used primarily as living quarters for service 
personnel such as custodians and maintenance workers. 

16- Public Library Building - a community services build
ing used primarily for the custody, circulation, and ad
ministration of a collection of books, manuscripts, and 
periodicals kept for the use of the general public, but 
not for sale. 

1 7 - Playground Building - a community services building 
used primarily in conjunction with a community play
ground, such as buildings housing playground equip
ment, restrooms, shower rooms, and shelters used dur
ing inclement weather. 

18- Community Services Building - a building used primar
ily for housing personnel and equipment engaged in 
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activities carried on by the school district for the com
munity as a whole, or some segment of the community, 
excluding public school and adult education programs 
operated by the school district. This term includes 
buildings used primarily for housing recreation acti
vities that are not considered part of the regular 
instruction program or student-b_ody activities pro
gram; civic activities, such as meetings of citizens, pub
lic forums and lectures, parent-teacher associations, and 
civil defense planning; activities concerned with the custo
dial and detention care of children; activities concerned 
with the provision of aid to indigent children; or com
munity canneries and laundries. 

19- Investment Building - a building that has been ac
quired by the school district for investment purposes 
and is held to produce revenue for the support of 
schools. 

20- Other Buildi~g - any other supporting services building 
not classifiable under the above codes, such as central 
heating building for supporting services, buildings ac
quired for future school use, or buildings acquired as 
a result of tax sales. The type of building would be 
written on a record form. 

21- Vacant Site in Use - a piece of land used for school 
district purposes that has no buildings on it. The use 
for such a site would be written on a record form. 

22-Miscellaneous Educational Site - sites used as school 
forests, farms, camp sites, nature study areas, etc. 

23- Other Site - any site not classifiable under any of the 
above codes. The use for such a site would be written 
on a record form. 

606.3 Building Data Item Definitions and Codes 

Definitions of building data items are listed in the same order 
as the items appear in the Building Record, Chart 6-2. Defini
tions from the USOE Glossary and Handbook III were used 
when possible. 
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- BUILDING IDENTIFICATION -

COUNTY-DISTRICT CODE - a numeric field comprised of a 
three-digit county code and a four-digit district code. 

SITE NUMBER - the number assigned by the district. Each 
site, whether or not it has a structure, should be assigned a 
number. 

SITE UNIT - this code uniquely identifies the original site and 
all additions to that site. Use the following codes: 

0 - Original Site 
1 - First Addition 
2 - Second Addition, etc. 

RECORD CODE - code is 2. 

BUILDING NUMBER - unique building number assigned by 
the school district or other educational agency. 

BUILDING UNIT - the original building and all additions as 
coded below: 

0 - Original Building 
1 - First Addition 
2 - Second Addition, etc. 

S UBRECORD CODE - code is 3. 

-BUILDINGS - GENERAL-

ADDRESS OF BUILDING - legal street address of the building. 

AVAILABILITY OF BUILDING - the extent to which a build
ing is available for occupancy is shown on a record form with 
a designation selected from the following codes: 

1 -Available for Complete Occupancy - the designation 
used for a building when the entire floor area of the 
building is available for school district use. 
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2 -Available for Partial Occupancy - the designation used 
for a building when only a part of the floor area of 
the building is available for school district use. When 
this designation is used, the other applicable accounts 
should be interpreted as applying only to the part of 
the building available for school district use. 

3 - Abandoned for Occupancy - the designation used for 
a building abandoned and officially classified as un
suitable for use by action of the governing authority 
because of location or unsatisfactory physical condition. 

DATE OF ACQUISITION (BUILDING) - the earliest date on 
which the owning school district consummated the transfer of 
ownership of an existing building or the acceptance of a new 
structure. 

DATE OF CONSTRUCTION CONTRACT OF BUILDING -
the date the construction contract for the building unit ( original 
and all additions) was signed with the contractor. 

DATE OF DISPOSAL (BUILDING) - the date on which a build
ing was sold or otherwise disposed of so that the school district 
no longer retained it for any purpose. 

ELEVATORS IN BUILDING, NUMBER OF - number of 
elevators installed for the purpose of conveying passengers to 
different levels within a building. 

FIRE RATING - use codes below: 

1 - Fire-Resistive Building - a building constructed entirely 
of fire-resistive materials; or a building with fire-resist
ive walls and partitions, floors, stairways, and ceilings. 
A building of this type may have wood finish, wood or 
composition floor surfaces, and wood roof construction 
over a fire-resistive ceiling. 

2- Semi-Fire-Resistive Building - a building with fire
resistive exterior and bearing walls and fire-resistive 
corridor and stairway walls, floors, and ceilings, but 
with ordinary construction otherwise, such as combus
tible floors, partitions, roofs, and finish. 
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3 - Combustible Building - an all-frame building; a build
ing with fire-resistive veneer on wood frame; or one with 
fire-resistive bearing walls, but otherwise of combustible 
construction. 

4 - Mixed Construction - a building with one or more 
sections of one type of construction and one or more 
sections of another type of construction. 

KIND OF BUILDING - this account applies only to building 
facilities of a school plant. The kind of building facility is shown 
on a record form with one designation selected from 1 to 13 
in terms of the primary use of the facility. 

In some instances, facilities in one school plant may be used 
by pupils housed in another school plant. For example, pupils 
in a separate junior high school plant may use the gym or shops 
in a separate senior high school plant. In these cases, the facility 
is considered as a part of the school plant using it the major 
portion of time. Use the codes below: 

O 1 - Instruction Building - a building or part of a building 
used primarily for housing personnel and equipment 
engaged in activities dealing directly with the teaching 
of students or improving the quality of teaching. Ex
amples of this kind of facility are the typical school 
building for classrooms, gymnasiums, special rooms, 
etc.; a separate shop building, home economics build
ing, or auditorium building; and part of a nonpub
licly-owned building that may be used for instructional 
activities. 

02 - Central Heating Building - a separate building used 
primarily for housing the heating plant for a school 
plant. 

03 - Central Cooling Building - a separate building used 
primarily for housing the cooling plant for a school 
plant. 

04 - Central Heating and Cooling Building - a separate 
building used primarily for housing the heating and 
cooling plant( s) for a school plant. 
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05 - Student Dormitory - a separate building used primar
ily as living quarters for gr~ups of students. 

06- Living Quarters for Professional Personnel - a separate 
building used primarily as living quarters for :profes
sional personnel, such as teachers, principals, and super
visors. Individual apartments rented by a school dis
trict for teachers are not designated by this term. 

07 - Living Quarters for Service Personnel - a separ~te 
building used primarily as living quarters for service 
personnel, such as custodians and maintenance workers. 

08- Stadium - a permanent structure consisting of one or 
more units with tiers of seats for spectators at athletic 
contests. 

09 - Field Building - a separate building used primarily 
for housing dressing room, shower, and toilet facilities. 
It may contain additional facilities, such as sleeping 
quarters for visiting teams. 

1 O- Food Services Building - a separate building used 
primarily for housing personnel and equipment engaged 
in the preparation, serving, or distribution of regular 
and incidental meals, lunches, or snacks in connection 
with school activities. 

11 - Bus Garage - a separate building for the housing and/ 
or maintenance and storage of vehicles. 

12 - Warehouse - a separate building used for storage. 

13- Other Building - any building that is functioning as 
part of a school plant and is not classifiable under 
the above accounts. 

MOBILITY OF BUILDING - the mobility of a building is shown 
on a record form with a designation selected from the codes 

below: 

1 - Permanent Building - a building designed for and con
structed on its site and not intended to be moved. 
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2- Portable Building - a building designed and constructed 
so that it can be disassembled and transported to another 
location, or transported to another location without 
disassembling. When portable buildings are moved, 
the entry for the location of the building should be 
changed on a record; it is not necessary to make up 
a whole new record card. Mobile classrooms (self-pro
pelled) are not portable buildings; they are classed as 
Vehicles. 

OWNERSHIP OF BUILDING - the ownership of a building is 
shown on a record form with a designation selected from the 
codes below: 

1-District-Owned - a building owned by a school district 
( or unit operating the schools) or under its control 
through a contract to purchase. This designation is used 
for buildings to which title is held by the board of 
education or other school officials of the district keep
ing the record. 

2 - Municipally-Owned - a building owned by a munici
pal unit of government ( not the unit operating the 
schools) that is used for school district purposes. This 
designation is not used for buildings to which the board 
of education or other school officials have title. 

3 -Authority-Owned - A building owned by a public
schoolhousing authority that is used for school district 
purposes. 

4 - Other Public Ownership - a building owned by a state 
or the Federal Government that is used for school dis
trict purposes. State-owned or Federally-owned would be 
indicated on the record form for such a building. 

5- Non publicly-Owned - any building, other than public
ly-owned, that is used by a school district and is under 
its jurisdiction for school district purposes. 

-CONSTRUCTION AND MATERIAL-

When construction materials are mixed in a building, list the 
principal one. 
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EXTERIOR WALL - construction materials that form the com
position of the exterior wall. Codes: 

1 - Wood - vertical studs made of wood. 

2 - Masonry - built-up construction or combination of 
building units of such materials as clay, concrete, or 
stone, set in mortar or masonry cement. 

3-Metal 

4 _ Panel Wall - a non-bearing wall built between columns 
in skeleton construction and wholly supported at each 
story. (Called curtain walls--glass, gypsum, etc.) 

5-Other 

FLOOR FRAMING - construction materials that form the fram
ing of the floor. Codes: 

1 _ Wood Framing - wood joints supporting wood subfloor 
and a matched-wood finished floor. 

2 - Concrete on Grade 

3 _ Wood on Steel - wood subfloors supported by girders 
running between columns. 

4 - Concrete Slab on Steel Framing 

5 - Concrete Slab on Concrete Framing 

6 - Steel on Steel 

7-0ther 

INTERIOR FRAME ( division walls) - construction materials 
that form the framing of the fixed interior walls. Codes: 

1 - Wood Frame 
2-Ma~onry 
3-Metal 
4-Other 
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ROOF DECK - that portion of the roof construction to which 
the roof covering or roofing is applied and through which the 
loads on the roof are transmitted to the girders, frames, etc. 
Codes: 

1-Wood 
2 - Other Combustible Materials 
3-Metal 
4- Other Noncombustible Materials 

ROOF FRAMING - construction materials that are used in the 
framing of the roof. Codes: 

1-Wood 
2-Steel 
3-Concrete 
4-Other 

STRUCTURAL SYSTEM (bearing walls and materials) - the 
support of the building made up of interdependent parts in a 
definite pattern of organization. The principal structure of the 
building is described below. 

System (first position under structural system) 

1- Load Bearing Walls - side of a room or building con
necting the floor and ceiling or foundation and roof 
in support of the roof. Supports horizontal load in addi
tion to its own weight. 

2 - Non-Load Bearing Walls 

Materials ( second position under structural system) 

1-Steel - type of construction in which the load of the 
building is carried on a steel framework. 

2 - Concrete - type of construction in which the load of 
the building is carried on a reinforced concrete skele
ton or framework. 

3- Laminated Wood - frame of heavy beams for support; 
solid or made in layers of pressed wood. 

4-Wood - that type in which walls, partitions, floors, and 
roof are mainly of wood. 
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5 _ Other - other materials that make up the principal 
structure of the building and are not one of the above. 

-COST OF BUILDING-

The cost of a building as maintained in the r~~ords of th~ o_wn
ing unit is the actual cost to that unit in acqumng !he bmldmg, 
regardless of how the building may have been acqmred. 

The cost of a building that has been erected by the owning school 
district is the construction cost of the original building and any 
subsequent additions or remodeling, plus any miscellane?us 
expenses of the district that are connected . ~ith the construction 
and acquisition of the building and additions such as adver
tisements for contracts and expenses connected with the sale of 
bonds less the estimated cost of any part of the b_uilding that 
has b~en removed. The cost of a building does not mclude d_ebt 
service costs (payments of principal, interest on debt, and paymg 
agents' fees). 

The construction cost consists of all costs of general construction; 
payments on contracts for construction; inst_allation of plu~b
ing, heating, lighting, ventilating, and electnc~l ~ystem~; ~mlt~ 
in lockers elevators, and other equipment bmlt mto bmldmgs, 
outdoor ~r underground parts of building servi_ce systems; 
architectural and engineering services, legal ~ervices, _educa
tional consultative services, and travel expenses mcurred m c?n
nection with construction; paint and other interior and ~xtenor 
decorating; and any other costs connected with the plannmg and 
construction of the building. 

When a school plant is constructed under a combined c_ontract, 
separate data should be obtained from the contr~ctor m order 
to complete the appropriate accounts for land, improvements 
to site, buildings, and equipment. 

The cost of a building that has been constructed by employees 
of the owning school district consists of the direct costs_ for sala
ries, materials, use of equipment, planning and supe~visory ser
vices, and other miscellaneous expenses connected with the erec
tion of the building. 

The cost of an existing building that has been purch~sed_, or 
acquired at some cost through annexation or reorgamzation, 
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is the purchase cost to the owning district plus costs of any sub
sequent additions or remodeling, less the estimated cost of 
any part of the building that has been removed. 

The purchase cost consists of the purchase price, legal fees, or 
any other expenses incurred in connection with the purchase of 
an existing building. 

In the case of a building acquired as a result of annexation or 
reorganization, the applicable cost records of the old districts 
should be retained by the new owning district for reference 
purposes. 

When the actual cost of a building is not known, the estimated 
cost at the time of acquisition is used as the cost figure. For ex
ample, an old building whose record has been lost. · 

The cost account is increased by the cost of the alterations when 
an addition is made to the building or the building is remodeled. 
When the building is completely or partially removed, this ac
count is decreased by the total cost on the record at the time of 
removal or the proportional part thereof for the part of the 
building removed. The cost account is not affected by repairs 
made to a building that do not add to, extend, or reduce the 
building. 

The contract cost of a building includes the cost for the actual 
erection of a building, involving such costs as: general construc
tion contract plus extras to the contractor and less credits; 
heating and ventilating contracts, plumbing contracts, electrical 
contracts, painting contracts, built-in equipment, and outdoor or 
underground parts of building service systems; and any sala
ries, construction materials, rental fees for construction equip
ment, and similar expenses for construction performed by school 
district employees. Movable equipment is not included in the 
building cost. 

APPRAISED OR ESTIMATED CODE - this code designates 
how the value was determined. 

1 -Appraised 
2 - Estimated 

APPRAISED OR ESTIMATED VALUE - this amount is expect
ed to be the current value of the site according to the best 
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available information. It might be a formal appraisal, a con
sensus of local authorities, or an estimate made by the super
intendent. 

COST FOR ARCHITECTURAL AND ENGINEERING SER
VICES - the cost for architectural plans, drawings specifications, 
legally-required plan approval, topographical surveys, test bor
ings, and other surveys made in the preparation of building 
plans, including salaries of school district architects assigned 
to the project. Costs for preliminary studies made prior to the 
fiscal year in which definite authority was received to proceed 
with construction are not capitalized and, therefore, not includ
ed under this account. Fees, if any, paid to architects for writ
ing specifications for movable equipment are not included here. 

COST OF BUILT-IN EQUIPMENT - cost of equipment built 
into the building. This would include equipment that is an in
tegral part of the building and permanently attached. Items 
collected about Built-In Equipment are the description, number 
of units, date acquired, and total cost. 

COST FOR EDUCATIONAL CONSULTATIVE SERVICES
the cost for consultative services rendered in connection with 
the construction of a building that are aimed at fitting a build
ing to a school's educational program and are not classifi
able under Cost For Architectural and Engineering Services 
and Cost For Legal Services. Costs for such services rendered 
prior to the fiscal year in which definite authority was received 
to proceed with construction are not capitalized and, therefore, 
not recorded under this account. 

COST OF ELECTRICAL CONTRACT 

COST OF FISCAL SERVICES FEES -costofservicesrendered 
by financial consultants in evaluating the financial resources of 
the district, the increase in millage rates on the proposed bond 
issue, preparing brochures for educational purposes during the 
bond issue campaign, preparing bond sale brochures which 
give the financial status of the district, rating the bonds, then 
evaluating the bond market condition, and, after the bids are 
in, ~valuating and rating the interest rates. 

COST OF GENERAL CONTRACT - general construction con
tract plus extras to the contractor and less credits. 
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COST OF HEATING CONTRACT 

COST 0~ LEGAL _SERVICES - the cost for legal services 
ren~ered m c?nnection with the construction of a building, in
cludmg s~laries of school district legal personnel assigned 
to the_ proJe~. Costs !or legal services rendered prior to the fiscal 
year m whi~h defimte authority was received to proceed with 
the const~uction are not capitalized and, therefore, not included 
under t~is account. Fees for legal services in connection with 
a bond issue are not recorded here. 

COST ?F M;SCELLANEOUS SERVICES - costs incurred in 
connection with the construction and acquisition of a building 
that are ~ot classifiable under Contract Cost of Building, Cost 
For . Architectural and Engineering Services, Cost For Legal 
Services, ?r Cost For Educational Consultative Services; such 
as advertisements for contracts, expenses connected with th 
sale of bonds, and building permits. e 

COST OF PLUMBING CONTRACT 

COST OF VENTILATION CONTRACT 

-FIRE PROTECTION SYSTEM-

A fire protection system is a building service system designed 
to protect the buildings and occupants from fire and consists of 
such elements as fire alarm boxes and gongs, automatic sprink
ler systems, fire hose cabinets, and fire extinguisher stations. 

ADEQUATE WATER SUPPLY FOR FIRE PROTECTION 
1-Yes 
2-No 

HEAT-SMOKE DETECTION SYSTEM 

1-Yes 
2-No 

NUMBER OF AUTOMATIC SPRINKLER HEADS 

NUMBER OF CALL BOXES 

NUMBER OF FIRE ALARM BOXES 
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NUMBER OF FIRE EXTINGUISHER STATIONS 

NUMBER OF FIRE HOSE CABINETS 

-SERVICE SYSTEMS-

- Cooling System -

A cooling system is a building service system desi_gned to k~ep 
the temperature inside the building below that outside the build-

ing. 

EXTENT OF COOLING SYSTEM- the extent of. the cooling 
system in a building is indicated on a record form with a desig
nation selected from the following codes: 

1-Whole Building Cooled 

2 _ Instructional Section Cooled - portions of the instr_uc
tional spaces in the building are cooled by the coolmg 

system. 

3 -Administration Section Only - only the administration 
offices are cooled by the system. 

4 - Other - all other cooling of spaces that are not classi-

fied above. 

TYPE OF COOLING SYSTEM - the type of cooling system 
in a building is shown on a record form with a design~tion select
ed from Central Cooling System, Local Zone Coolmg System, 

or Individual Cooling Units. 

When a combination exists, appropriate items are used to show 
the combination, but, in such cases, the principal system should 

be coded as follows: 

1-Central Cooling System - a system that coo~s a building 
by using pipes or ducts leading from a single cooling 
unit to various parts of the building. 

2 _ Local Zone Cooling System - a system that cools a 
building by using two or more cooling units, each of 
which is designed and installed to function independently 
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of the other units as a central cooling unit for a given 
part of the building only. 

3- Individual Cooling Units - a system consisting of room 
or space coolers in each room to be cooled. 

VENTILATING SYSTEM IN BUILDING (TYPE) - a venti
lating system is a building service system designed to provide 
for sufficient flow of air to remove odors and maintain tempera
ture by moving air, and to create a feeling of comfort for those 
in the building. 

When a combination exists, appropriate items are used to show 
the combination, but, in such cases, the principal system is 
noted on a record form. 

1-Window Ventilation - a ventilating system that uses 
open windows to admit fresh air and does not have defi
nite provisions, either gravity or mechanical, for ex
haust. 

2 - Gravity Ventilation - a ventilating system that uses 
vents or ducts leading outside the building for air in
take and exhaust. The exhaust ducts may or may not 
have heat coils in the shaft or turbine heads on top 
of the vent stacks to accelerate the gravity flow. 

3- Mechanical Exhaust Ventilation - a ventilating system 
that uses fans to pull air from rooms to the out-of
doors. This system may exhaust the air directly to the 
out-of-doors through a system of ducts leading to a 
plenum chamber and then out-of-doors, or to corri
dors and then to the out-of-doors by means of corri
dor ceiling exhaust fans. 

4 - Mechanical Supply Ventilation - a ventilating system 
that uses fan-forced unit ventilators or a central fan 
with ducts to force air into the rooms; such a system 
builds up a slight air pressure that forces air from 
the rooms. 

5- Total Mechanical Ventilation 
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- Electrical and Communication System -

COMMUNICATION SYSTEM IN BUILDING - a communi
cation system is a building service system designed to provide 
for communication only within a school plant as coded below 
(multiple uses if desired): 

1-Telephone System - a communication system having 
a telephone in each classroom. 

2-Speaker System - a communication system having a 
speaker in each classroom. 

3 - Combination Speaker-Telephone System - if a com
munication system is a combination type, it is indi
cated on a record form with code 3 in addition to show
ing the extent of the system with code 1 and/or 2 above. 

4-Program System - a communication system having 
mechanical of electronic time signal devices at neces
sary stations in a building. 

5 - Code Call System - a communication system having 
stations in strategic places in a building to call per
sonnel by means of sound, light, or other signals. 

An electrical system is a building service system designed to 
distribute electricity to an entire building or selected areas of 
a building. The extent of the electrical system is shown on a rec
ord form with designations selected from the codes below: 

EMERGENCY ELECTRICAL SYSTEM - A lighting system 
installed for emergency use in cases of failure of the main elec
trical system. 

1-Yes 
2-No 

SOURCE OF MAIN ELECTRICAL SYSTEM - Use codes be
low: 

1-Municipal Source 
2-Private Source 
3 - Total Energy 
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TEL~VISION SYSTEM - Information about a television sys
tem 1s shown on a record form with a designation selection 
from the codes below: 

1 - Television Receiving System - a central master antenna 
system with television receiver outlets in principal class
rooms or viewing areas and with facilities for receiv
ing one channel or two or more channels simulta
neously. 

2 - Program Origination Provisions - Television cameras 
and associated studio facilities for in-school program 
or lesson origination for closed circuit transmission or 
standard channel transmission. 

3 - Both Origination and Receiving. 

- Heating System -

SOURCE OF HEAT FOR HEATING SYSTEM- the source of 
heat for a heating system is shown on a record form with a 
designation selected from the codes listed. When more than one 
source of heat is available, all sources are shown on a record 
form with the principal source indicated. 

1-Wood 
2-Coal 
3 - Gas, including natural and liquefied petroleum 
4-Oil 
5 - Electricity 
6-Heat Pump 
7-Other 

TYPE OF HEATING SYSTEM - the type of heating system 
and information about it are shown on a record form with a 
designation selected from the following codes and further desig
nations from the subitems under them. 

First Code Position: 

1-Central - a central heating system is a heating system 
whereby the heat is conveyed to various parts of a 
building through pipes or ducts leading from a central 
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source. A system of electrically heated radiant panels 
is also considered a central heating system. 

2 - Local Zone Heating System - a local zone heating sys
tem is a heating system whereby a building_'s heat is 
supplied by two or more heating units each of which 
is designed and installed to function independently of 
the other units as a central heating unit for a given 
part of the building only. Room-fired heaters- · are not 
recorded under this code position; they are recorded 
under the second (following) position. 

Second Code Position: (To further explain Type of Heat
ing System) 

1 - Radiators and Convectors - a heating system that has 
dispensing units, such as radiators, convectors, or unit 
heaters in the rooms to be heated. 

2 - Unit Ventilators - a heating system that uses an out
side air supply and a combined heating and ventilat
ing unit in the form of a convector with a motor-driven 
fan and with or without automatic controls. 

3-Gravity Warm Air Furnace - a heating system in which 
furnace-generated heat is absorbed by air circulating 
around the furnace unit and carried to the rooms. 

4 - Fan Blast or Forced Air - a heating system in which 
air is fan-driven over heated surfaces and then deliv-
ered to the rooms. 

5 - Radiant Panel - a heating system that uses heating 
pipes, ducts, or electric wires embedded or suspended 
in large sections or panels of wall, floor, or ceiling 
surfaces for heating the rooms. 

6- Split System - a heating system that combines a forced 
air system with in-the-room radiation. 

7- Room-Fired Heaters - space heaters, stoves, or simi
lar type heaters, excluding heat pumps and radiant 
panels. 
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- Sewage Disposal and Water Supply-

OWNERSHIP OF SEWAGE SYSTEM- use codes below: 

1 - School District 
2-Public 
3-Private 

SEWAGE TREATMENT AND DISPOSAL SYSTEM - the type 
of sewage treatment and dis~osal sys!em serving a building is 
shown on a record form with a designation selected from th 
codes below: e 

1 - Public System - a sewage treatment and disposal sys
tem, publicly-owned, that serves the community at 
large. 

2 - Open Lagoon System - a sewage treatment and dis
posal system: not part of a municipal system, that uses 
an open settlmg tank which may or may not be follow
ed with provision for secondary treatment, such as acti
vated sludge process units or trickling filters. 

3 - Septic Tank Systems 

4 - ?ther - pit privies, chemical toilets, incinerators, priv
ies, and other types of sewage treatment and disposal 
methods not classifiable above. The specific type of 
system should be indicated on a record form. 

SOURCE OF WATER - the source of water in a building is 
shown on a record form with a designation selected from the 
codes below: 

1- Municipal Water System - a publicly-owned or private
ly-owned water system that furnishes water to the com
munity at large. 

2-Drilled Well - a drilled well that is not part of a munici
pal water system. 

3- Dug Well or Other Source - a dug well or other source 
such as a spring, that is not part of a municipal wate; 
system. 
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-SIZE OF BUILDING-

AREA OF BASEMENT - the area in square feet of any floor 
that is below grade level on all sides and has clear standing 
head room of at least 6 feet 6 inches. Below grade level means 
that if the horizontal plane of the floor were to be extended on 
the side in question, all or part of the land within 20 feet of the 
building would be above this plane. 

AREA OF DISASTER SHELTER - size in square feet of an 
area of the building that has been specified through special de
sign and construction as an emergency shelter. 

GROSS FLOOR AREA OF BUILDING FACILITY - the gross 
floor area of a building is the sum of the areas at each floor level 
included within the principal outside faces of exterior walls, 
neglecting architectural setbacks or projections. Include all stor
ies or areas which have floor surfaces with clear standing head 
room ( 6 feet 6 inches minimum) regardless of their use. Where 
a ground level or intermediate story, or part thereof, is left 
unenclosed, consider the gross area of the unenclosed story as 
the projected area of the story above. 

Exclude all unroofed areas and unenclosed roofed-over spaces. 
Include mezzanines, balconies, and library stack floors only 
to the extent of.their actual floor area. Do not include unenclosed 
areas under the first floor. Unenclosed roofed areas which have 
been included in original cost contracts can be excluded on a 
computed or estimated basis for the development of compara
tive data of gross building areas and costs. 

The area of passageways enclosed with similar type and qual
ity of construction as the building proper, and of tunnels with 
clear standing head room of at least 6 feet 6 inches, are includ
ed in the gross area of a building. The area of covered passage
ways which are enclosed with similar type and quality of con
struction as the building proper are excluded from the gross 
building area. 

NUMBER OF FLOORS (STORIES) OF BUILDING - total 
number of floors in the building. 

RATED PUPIL CAPACITY - (Applicable only to puildings 
designed for use as instructional buildings.) The pupil capa-
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city of a building as rated by the architect, superintendent, or 
~ther persons. This should be based on regular day, single ses
sions. Local, state, or national standards could be utilized to 
formulate this rating. 

- USE OF BUILDING-

A b_uilding may be used to house schools or supporting services 
or it may be vacant. The current use of a building or in the 
case of work in progress, the use for which it is bei~g built, is 
shown ?n a record form with designations selected from the 
codes hsted below. If a building is vacant, this fact is noted 
on a record form. 

TYPES OF SCHOOLS IN BUILDING -A school is a division 
of a school system consisting of a group of pupils composed 
of one or more grade groups, organized as one unit with one 
or mo~e teachers to give instruction of a defined type, and 
housed m a school plant of one or more buildings. 

The types of schools housed in a building facility are shown on 
a record form with designations selected from the list below. 

~?re than one school may be housed in the same building fa
c1hty. For example, an elementary school and a junior high 
sc~o~l, or parts of these two schools, may be housed in one 
bmldmg. The term housed means that the building facility is 
used on a regular day-to-day basis by the schools indicated. 

When combin~tion~ of schools exist within a single building, 
they may be identified by using the necessary combinations 
of these designations. 

01 - Elementary School - a school classified as elementary 
by state and local practice and composed of any span 
of grades not above grade 8. In this definition this 
term includes kindergarten and nursery schools if'they 
are under the control of the local board of e·ducation. 

02 - Junior High School - a separately organized sec
ondary school intermediate between elementary and 
senior high school. 
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03 - Incomplete High School - a secondary school which 
offers less than four years of work beyond grade 8 
in a school system that is organized in such a manner 
that grades nursery, kindergarten, or 1 through 8 con
stitute the elementary grades. 

04- Four-Year High School - a four year high school im
mediately following elementary school in an 8-4 plan 
or, in some instances, 7-4 plan. This does not include 
vocational or trade high schools. 

05 - Senior High School - a school offering the final years 
of high school work necessary for graduation; invari
ably preceded by a junior high school in the same 

system. 

06- Junior-Senior High School - a secondary school or
ganized on a junior-senior basis and administered un-

der one head as one unit. 

07 - Undivided High School - a secondary school served 
by one faculty organized under one principal which 
includes more than four grades, is not divided on a 
junior and senior basis, and is not preceded by a 
junior high school in the same system. 

08- Vocational or Trade High School - a secondary school 
which is separately organized under a principal for 
the purpose of offering training in one or more skilled 
or semi-skilled trades or occupations. It includes 
such schools whether federally aided or not. Depart
ments of other types of high schools which offer such 
courses as business education, agriculture, home eco
nomics, industrial arts, and other applied art courses 
would not be considered as separately organized vo-
cational high schools. 

09- Community College (junior college, technical institute, 
etc.) - a public school beginning with grade 13 which 
offers at least one but less than four years of work and 
does not grant the baccalaureate degree. 

10 - Special School for Exceptional Children - a separate 
school for children who, because of certain atypical 
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characteristics, may require special instruction and 
guidance. 

11- K - 12 School 

12- Other School - any school not classifiable by the abo e 
codes. In this case the type of school would be writt:n 
on a record form. 

TYPES. OF S~PPORTING SERVICES IN BUILDING -
supporti?g. services consist of activities of a school district th t 
are not limited to one school plant. a 

The se~vices ~10used in a given building are shown on a record 
for~ with ~esignation selected from the coded list. More than one 
service ma~ ?e housed in the same building. For example, main
ten_an_ce services and warehouse services might be housed . 
bmldmg I th· m one . . . n is case, the types of services housed would be 
mdicated ~y the code below with principal use indicated. 

01-Administrative Services - activities which have as their 
purpose th_e general regulation, direction, and control 
~f the affairs of the school district that are systemwide 
~nd not confined to one school, subject, or narrow 
phase of school activity. 

02- Instructio~al Services - activities dealing directly with 
the t~achmg . of students or improving the quality of 
~eachmg. This term, at this point in the classification 
is used to designate instructional services provided fo; 
mor: _than one school plant - for example, radio and 
television programs - and supervision of some subject 
gr8:d~ level, or other restricted phase of instructionai 
a~~bvity, such as remedial reading or audiovisual ser
vices. 

03 - Pupil :ransportation Services - activities which have 
as their purpose the conveyance of pupils to and from 
sc_hool activi!ies, either between home and school or on 
trips for curricular or cocurricular activities. 

04 - M_aintena~ce Services - activities which are concerned 
with ~eepi_n? the grounds, buildings, and equipment 
a_t their origmal condition of completeness or efficiency 
either through repairs or by replacement of property: 
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05- Warehouse Services - activities concerned with the 
storage of supplies and equipment for the school dis-
trict as a whole. 

06- Food Services - activities which have as their purpose 
the preparation and serving of regular and incidental 
meals, lunches, or snacks, in connection with school 
activities. 

07 - Student Dormitory - living quarters for groups of 
students. 

08- Living Quarters for Professional Personnel - living 
quarters for professional personnel such as teachers, 
principals, and supervisors. Individual apartments 
rented by a school district for teachers are not desig-
nated by this term. 

09 - Living Quarters for Service Personnel - living quar
ters for service personnel such as custodians and main-
tenance workers. 

10-Public Library Services - activities concerned with the 
custody, circulation, and administration of a collection 
of books, manuscripts, and periodicals kept for the use 
of the general public, but not for sale. 

11- Playground Services - services provided for communi
ty playgrounds or for those playgrounds not a part of 
an individual school plant such as housing community 
playground equipment, restrooms, and s?-ow~r rooms, 
and the provision of shelters used durmg inclement 
weather. 

12- Community Services - activities which are carried on 
by the school district for the community as a whole 
or some segment of the community, and which are not 
restricted to the public schools or adult education pro
grams. This term includes recreation activities that are 
not part of the regular instructional program or stu
dent-body activities program; civic activities, such as 
meetings of citizens, public forums and lectures, par
ent-teacher associations, and civil defense planning; 
activities concerned with custodial and detention care 
of children; activities concerned with provision of aid 
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to indigent children; and community canneries and 
laundries. 

13- Investment Building - a building that has been acquired 
by the school district for investment purposes and is 
held to produce revenue for the support of schools. 

14 - Other Building - any other supporting services building 
not identifiable by the services under the above codes. 
The particular services provided should be indicated on 
a record card. 

606.4 Space Data Item Definitions and Codes 

The definition, description, and code for a space data item are 
listed in the order of items in the Space Record, Chart 6-3. 

The spac: record identifies each individual space in a building 
by a umque number. Thus, each space must be assigned a 
number. Spaces are usually categorized into four divisions -
instructional, administrative, service, and circulation areas. It 
is possible for a space to be in more than one of these divisions 
through its use. When this happens, it should be listed through 
its major or designed use. 

It is possible to ask any number of items about all of these 
divisions or spaces. However, it is believed by the Facilities 
Subsystem Committee that different items will be desired in 
each division. 

Instructional Space - a space which was specifically designed, 
or adapted, to accommodate some form of instructional activity 
and is available for such purposes. A classroom is a space de
signed for or adapted to accommodate and is used for regularly 
scheduled group instruction, including the regular classrooms 
and special use classrooms, such as laboratories and shops. 
Storage and other service areas opening into and serving as 
adjuncts to a particular classroom should be considered a sepa
rate part of that classroom space. 

A space with movable partitions or walls is recorded on the 
basis of the primary or principal use for which i.t was designed 
and not the secondary use for which adapted. 
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General Purpose Space - a space designed in such a manner 
that it can be used to house any class that does not require 
special built-in equipment. 

Special Spaces - spaces designed for instruction that requires 
special built-in equipment that is permanently attached, such as 
kindergarten rooms, laboratories, and shops. 

Other Instructional Spaces - all instructional areas, other than 
general purpose and special spaces, that are specifically design
ed to accommodate an activity and are available for this pur
pose, such as libraries, study halls, separate audiovisual spaces, 
museums, auditoriums, gymnasiums, gymnatoriums, cafetor
iums, multipurpose rooms, etc. 

Administrative Space - a space devoted to school business, pupil 
personnel management, or public relations activities of a school, 
or a combination of these activities, where such an area is not 
designated for other purposes. 

Principal's Office - a space designed or adapted for use of the 
principal and/ or assistant principals in the discharge of their 
administrative responsibilities, including areas for secretarial 
and clerical assistants. 

Guidance Space - a space designed or adapted for the use of 
persons such as counselors, deans, placement counselors, and 
clerical personnel, who have been assigned specific duties and 
school time to carry on recognized functions of the guidance 
program. 

Health Service - a space designed or adapted for the use of per
sons in the field of physical and mental health, such as physi
cians, psychiatrists, nurses, dentists, dental hygienists, psychia
tric social workers, and therapists, in providing health services 
to students, such as inspection, treatment, weighing, etc. 

Superintendent's Office - a space designed or adapted for the 
use of the superintendent or assistant superintendents in the dis
charge of his administrative responsibilities, including areas 
for secretarial and other assistants. 

Other spaces (specify) - school administration spaces that are 
not classifiable under the above. Examples are rooms, other than 
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classr?oms, for itinerant teachers; separate offices, that do not 
open mto classrooms, for teachers or department heads· and 
conference rooms. ' 

<?irculation Space - a space designed for general traffic omit
tu~1g. such space_s as unit-contained corridor and stairs l~cated 
withm, and servmg parts of, a unit or suite. 

!nside Ci~c~lation Space - All circulation areas inside a build
i~g, c?nsistmg of such areas as corridors, including exten
sion~ mto deep recessed doors or entryways; equivalent floor 
openmg areas at each floor level for stairs, elevators, ramps, 
and escalators; and foyer and vestibule areas. 

Outside Circulation Space - enclosed or unenclosed covered 
P_assageways which are connected to the building but lie out
side the exterior walls. 

- SPACE IDENTIFICATION -

COUN_T:-DISTRICT CODE - a numeric field comprised of a 
three-digit county code and a four-digit district code. 

SITE NUMBER - the number assigned by the district. Each 
site~ whether or not it has a structure, should be assigned a 
number. 

SITE UNIT. - this code uniquely identifies the original site 
and all additions to that site. Use the following codes: 

0 - Original Site 
1 - First Addition 
2- Second Addition, etc. 

RECORD CODE - code is 2. 

BUILDING_ N_UMBER - unique building number assigned by 
the school district or other educational agency. 

BUILDING UNIT - the original building and all additions 
as coded below: 

0- Original Building 
1 - First Addition 
2-Second Addition, etc. 
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S UBRECORD CODE - code is 3. 

SPACE IDENTIFICATION NUMBER - the identification 
number assigned to the space by the local agency. 

-SPACES IN BUILDING-

NA1\1E/TYPE SPACE - select appropriate code for name of 
space (room). 

Instructional Spaces 
o 1 - Agriculture 
02-Art 
03 -Auditorium 
04 - Cafetorium 
05 - Commercial ( t Y P -

ing, etc.) 
06-Gymnasium 
07 - Gymnatorium 
08- Home Economics 
09- Kindergarten 
10- Laboratory, biolo

gy 

11- Laboratory, chemis
try 

12 - Laboratory, langu
age 

13- Laboratory, physics 
14- Laboratory, read-

ing 
15-Library 
16- Media Center 
17- Multipurpose 
18-Music 
19- Regular Classroom 
20-Shop, agriculture 
21 - Shop, electrical 
22 - Shop, metal 
23 - Shop, wood 
24 - Shop, general 
25- Special for Excep

tional Children 
2 6- Study Hall 
39- Other Instructional 

Space 

Administrative Spaces 
40- Guidance Space 
41 - Health Service 
42 - Principal 's Office 
43 - Superintendent's Of

fice 
49-Other Administra

tive Space 

Service Spaces 
50 - Cafeteria ( or lunch-

room) 
51-Shower Room 
52 - Teachers' Room 
53 - Toilet Rooms 
59 - Other Service Space 

Circulation Spaces 
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60- Corridors, entry
ways, stairs 

61 - Covered p as s a g e -
way outside building 

62 - Inside Circulation 
Space 

63 - Outside Circulation 
Space 

69-Other Circulation 
Space 

DIMENSIONS OF SPACE - width, length, and height in feet. 

FLOOR LEVEL - the floor level on which the space is located 
as coded below: 

0-Basement 
1 - First Floor 
2 - Second Floor, etc. 

ADJUNCTS - a space joined or connected to a principal space, 
but not essentially a part of it. An adjunct enhances the use of 
the principal space. Each adjunct should be accounted for 
through some principal space, but if an adjunct serves two or 
more principal spaces, it should be accounted for only once. 

Type of Adjunct - the type of adjunct space as coded below: 

01 -Audiovisual Control Room 
02 - Clinic Bedroom 
03 - Cloak Room 
04 - Communications Control Room 
05 - Concession Room 
06- Conference Room ( office, preparation work, etc.) 
07 - Darkroom 
08- Dental Care Room 
09- Display Room 
10 - Dressing Room 
11 - Drying Room 
12 - Hearing Test Room 
13- Laundry Room 
14- Lavatory 
15-Library (instructional materials, supplementarymateri-

als center) 
16 - Locker Room 
1 7 - Lounge ( counselor's st1ite) 
18 - Observation Room 
19 - Press Box 
20 - Reception Room 
21- Recording Room 
22 - Shower Room 
23-Snack Bar 
24 - Storage Room 
25 - Study Carrels (alcove) 
26- Television Control 
27 - Television Studio 
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2 8 - Ticket Booth 
29-Toilet Room 
30 - Training Room 
31- Transformer Room 
32-Vault 
SO-Other 

Number of Adjuncts - the number (how many) of this type of 
adjunct space. 

Area of Adjuncts - the size in square feet of the adjunct area. 

- For Instructional Spaces-

AIR CONDITIONING - control of the humidity and tempera

ture. Use codes: 

1-Yes 
2-No 

AREA OF WINDOWS - the square footage of windows in the 

space. 

LIGHTING - average number of maintained footcandles at 

desk level. 

WALL FLEXIBILITY - use codes and definitions below: 

1-Operable - a wall that can be opened and closed readi
ly. For example, folding or sliding walls. 

2 _ Demountable - a wall that can be demounted, disas
sembled, moved, and remounted. 

- For Finishes of Instructional Spaces -

Finishes of Spaces - the construction materials used as interior 
finishes of the space as coded below. 

CEILING: 

1-Plaster 
2 - Acoustical Plaster 
3-Masonry 
4-Wood 
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5-Metal 
6 -Acoustical Panels 
7 - Fiber Board 
8-Other 

FLOORING (SURFACE): 

1-Concrete 
2-Wood 
3- Resilient Tile 
4 - Ceramic Tile 

WALLS: 

1-Plaster 
2-Concrete Block 
3-Tile 
4-Brick 
5-Wood 

5-Terrazzo 
6-Carpet 
7-Clay Tile 
8-Other 

6-Metal 
7 - Fiber Board 
8-Glass 
9-Other 

- For Built-in Equipment of Instructional Spaces -

Equipment will be included in the MSEIP System to the extent 
of built-in equipment in the Instructional Spaces. Built-in equip
ment is equipment that is an integral part of the instructional 
space or room. Usually built-in equipment is permanently 
attached. · 

DATE ACQUIRED - month and year of purchase. 

DESCRIPTION - brief written description of the piece of equip
ment. Could be name, model number, style, manufacturer, etc. , 
if applicable. 

NUMBER OF UNITS - number of units purchased. 

TOTAL COST - original cost of the equipment of all units. 

- For Service Spaces -

Service spaces are spaces designed for any functional and 
building service space not otherwise classified. Service space 
would include such spaces as the cafeteria, teachers' room, 
maintenance and operation rooms including mechanical and 
electrical service, custodial rooms, building work or repair 
shops, toilet rooms, and storage rooms. Service areas that open 
and serve as adjuncts to other spaces in the building are not 

111 



recorded here. The following items are collected about service 
spaces: 

NUMBER OF LAVATORIES 

NUMBER OF SHOWER HEADS 

NUMBER OF URINALS 

NUMBER OF WATER CLOSETS 

606.5 Vehicle Data Items, Definitions, and Codes 

The definition, description, and code for a data ite?1 are listed 
in the same order as the items appear in the Vehicle Record, 
Chart 6-4. 

Vehicles - conveyances used to transport persons or obje~ts, 
such as automobiles, trucks, aircraft, wreckers, buses, sta!1on 
wa_gons, bookmobiles, tractors, wagons, boats, etc. Cons1d~r 
oniy school-owned or leased vehicles. Ho~e~er '. o~ the chassis 
and body of a bus, indicate whether 1t 1s district-owned or 
privately-owned. 

-VEHICLE IDENTIFICATION

COUNTY-DISTRICT CODE - a numeric field comprised of 
a three-digit county code and a four-digit district code. 

SEQUENCE KEY - key is 9999. 

RECORD CODE - code is 3. 

-CONVENTIONAL CARRIER-

-Chassis-

Conventional Carrier - buses used for pupil transportation. 

TYPE OF VEHICLE - use code 1 for conventional carrier. 

COST OF CHASSIS - use original cost. 

MAKE CODE OF CHASSIS: 

1 - Chevrolet 
2-Dodge 
3-Ford 
4-G.MC. 
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5 - International 
6-Mack 
9-Other 

OWNERSHIP CODE OF CHASSIS: 

1-District 
2-Leased 

YEAR MANUFACTURED OF CHASSIS 

-Body

COST OF BODY - use original cost. 

MAKE CODE OF BODY - make of body code: 

1-Bluebird 
2 - Carpenter 
3-Oneida 
4-Superior 

OWNERSHIP CODE OF BODY: 

1-District 
2-Leased 

RADIO SYSTEM (TWO-WAY): 

1-Yes 
2-No 

RA TED CAPACITY OF BODY 

5-Thomas 
6-Wayne 
7-Ward 
9-Other 

YEAR MANUFACTURED OF BODY 

-SMALL CARRIER AND OTHER VEHICLES

TYPE OF VEHICLE: 

2 - Small carrier ( carryall, station wagon, etc.) 
3 - Other ( truck, etc. ) 

COST 

DESCRIPTION OF SMALL CARRIER - name, make, model 

YEAR ACQUIRED 
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Chapter 700 

700. FINANCE SUBSYSTEM 

701. FINANCE SUBSYSTEM COMMITTEE 

The MSEIP Finance Subsystem Committee was concerned pri
marily with the SEA's need for a system of financial accounting 
that could provide control over fiscal resources and also provide 
information for effective decision making and evaluation. Accept
ing the premise that fiscal policies of school districts are direct 
reflections, interpretations, and translations into financial termi
nology of educational decision making, the Committee determined 
that a program-oriented budgeting and accounting system would 
most satisfactorily provide necessary data for making these 
decisions. The transition from USOE Handbook II financial ac
counting to the MSEIPprogram-oriented system involved modifi-· 
cation of functions to programs. 

The program-oriented budgeting and accounting system fulfills 
the needs of SEA's for educational cost information, recording 
financial operations and transactions, and general fiscal account
ability and auditing. To provide local districts with the means of 
reporting financial information in the context of their programs, 
the system was constructed to include the foundations for a finan
cial accounting system for local agencies. The traditfonal system 
of budgeting and accounting does not provide information on 
what school districts actually get for their money in terms of 
programs. 

The program-oriented budgeting and accounting system is de
signed to highlight management considerations in budgeting and 
to point out the educational objectives of policymakers in finan
cial terms. However, the current overriding need of state agen
cies for financial information from local districts is for opera
tional use. This is still provided for in the MSEIP program
oriented budgeting and accounting system in a manner which 
is historically familiar to all school finance ma~agers. 

The Finance Subsystem Committee was organized in June 1966. 
Its executive officer was an MSEIP Central Staff Supervisor with 
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a background in school finance. A chairman was elected from 
the membership. The 13 committee members included a repre
sentative from the SEA of each participating state. The representa
tives, appointed by their chief state school officers, were SEA per
sonnel whose positions were either in school finance or closely 
related. The members of the Finance Subsystem Committee 
collectively agreed on the inclusion of data items for this Sub
system. 

701.1 Introduction 

The Finance Subsystem's generalized model was developed with 
the dual objective of becoming an integral part of the MSEIP 
System, and of introducing a program-oriented accounting sys
tem into an area which has been traditionally fund-object 
oriented. The successful implementation of such a system will 
entail a great deal of further study, and involve considerable 
revision of existing methods and procedures in budgeting and 
reporting expenditures at local, district, and state level. This 
Subsystem is not presented as an exhaustive study of educational 
financial accounting, but as a guideline which will provide bet
ter financial information. 

The Subsystem, its records, and their dimensions, were develop
ed for optimal recording and reporting at the district level. 
Great detail is possible at this level within the proposed structure, 
and could be reported in total or in summary form to the SEA. 
The system and its implied and expressed procedures could be 
implemented at the district level on any basis from manual to 
computer processing and still provide meaningful input to the 
SEA information system. The structure of information records 
proposed below facilitates preparation of summary and/or de
tailed reports in a variety of classification structures for a vari
ety of uses. The key to successful implementation lies in adapting 
the proposed and existing systems to each other, in utilizing the 
capacity for detail only insofar as it is practicable at the lowest 
reporting level, and in insuring that the definition and content 
of the dimensions are standard and consistent throughout the 
implementing state. 

Because the MSEIP System was designed to provide for inter
state information exchange, some areas were left for the individual 
states to study and integrate into their own systems. The ele
ments present~d are in.tended as least common denominators. 
For example, no provfsion is made for the actual state internal 
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accounting and budgeting system in that no tax base information 
is maintained for state aid computation. The fact that ,the model 
does not cover such areas should in no way detract' from state 
efforts to incorporate such areas into the system, 

701.2 Financial Management System 

Accounting Approach 

In program-oriented budgeting and accounting, more recognition 
is given to serving the management needs of the school district 
than is presently possible with the traditional budgeting and 
accounting methods. 

The same basic data classifications should be used for the budget 
detail, for the bookkeeping accounts, and for the reports that 
are prepared periodically for cost analysis and budget control. 

To implement an effective program-oriented budgeting and ac
counting system, a certain amount of system refinement and ex
pansion will be needed in many school districts. Since this will 
be a major move, careful study and attention should be given 
to the accounting procedures. It would be a waste of tiine and 
funds to implement a detailed system of budget preparation in
volving all of the personnel of the school district and then de
pend on an outdated, slow moving system of accounting to pro
vide the data that are vital for management decisions. 

Electronic data processing opens unlimited opportunities for 
collecting, gathering, sorting, printing, and analyzing education
?-! financial dat?-, and is one of the major factors that is bring
mg program-oriented budgeting and accounting closerto becom
ing a reality in more schools throughout the country. 

Cash, Encumbrance, or Accrual Basis 

Financial accounting in school districts ranges from a rela
tively simple cash basis of accounting that records the flow of 
cash receipts and disbursements, to an encumbrance system that 
charges to the proper accounts those commitments incurred in 
the form of purchase orders, contracts or salary contracts·, to 
a refined accrual basis that records actual expenditures and 
revenue in that period of time in which the revenue is earned and 
the expenditure is incurred. 
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It is important to point out that program-oriented budgeting and 
accounting can be installed using any of these approaches as 
long as the budget and the accounts are maintained as part 
of an integrated system. Combinations of parts of different sys
tems might be used. General ledger Asset and Liability accounts 
may be developed in a cash or an encumbrance system as well 
as in a complete accrual system. 

The accounts and the coding system presented in this DOC U
MENTA TION can be used with any of the procedures discussed 
above. However, the list of accounts is prepared to accommo
date a double entry system utilizing ledger Asset and Liability 
accounts. 

This DOCUMENTATION does not attempt to go into the de
tails of accounting. U.S. Office of Education Handbook II B 
illustrates basic accounting principles as they apply to finan
cial accounting for public schools. 

Depreciation and Proration 

It is recognized that depreciation plays a part in the analysis 
of the complete cost of any program. However, it is felt that depre
ciation should not be included as an expense item in budget 
preparation or be a part of the financial fund accounts. 

If depreciation is needed for a certain cost analysis, detailed 
depreciation records can be maintained a part from the financial 
accounts. 

If any proration of cost, such as heat, light, etc., to specific pro
grams is to be considered, this should also be handled in a sepa
rate cost analysis report. 

In developing the recommended coding system and detail items 
for program budgeting and accounting, it is the basic aim to 
charge only direct expenses to the various cost centers. This 
permits the accounting system to produce "clean" factual data 
for cost analysis and reporting. 

In developing a chart of accounts for the budget and the ac
counting records, consideration must be given to the Asset, Lia
bility, Fund Balance, and Revenue accounts as well as the Ex
penditure accounts. It is not necessary to record as much detail 
information for the Revenue accounts as is recorded for the 

118 

~xpenditure accounts. In most school districts, the major por
tion of ~he reve_nue - taxes and state support _ are not earmarked 
for specific subJects or for certain attendance centers A · · 

f d t ·1 • . mm1mum 
o _e a1 1s. necessary for Asset and Liability accounts. The 
specific deta~ls of the transactions are recorded in the Revenue 
and Expenditure accounts. However, certain basic identifying 
c~de~ . ~re ~eeded in all five of the types of accounts: Assets 
Lia_b1hti:s, Fund Balance, Revenue, and Expenditures. A fun<l 
des1gnat~on. number is also required in the accounts of most 
school districts. 

In this DOCUMENTATION, no attempt is made to code all 
revenues ~o as to assign them to a given Instructional Area or 
to a specific Area of Responsibility. However school districts 
may want to code certain revenues, such as boo'k rental re · t 
so they ca_n be identified with a specific Organizationalc~_T -~' 
~r m~y wish to identif~ certain reimbursement Revenues w~:h 

e reimbursable Instructional Area. It is important that the chart 
?f accou~ts an_d coding system for Revenues take these items 
inhto consideration and permit these identifications to be made 
w en they are desirable. 

~he traditional method of illustrating a chart of accounts is to 
hst all of the possible accounts for each fund and assign code 
numbers to these acco~mts. Since the accounting system in this 
DOCUMENTATION 1s program-oriented, it is not practical to 
present a chart of Expenditure accounts in the traditional man
n~r. . Such a chart showing all of the possible accounts for a 
~1strict c~uld have thousands of accounts for each Organiza
tional Umt within the district. 

~he coding system developed in this DOCUMENTATION _ 
v1des for various distributions of Expenditures to cost cente~rt~ 
an exten~ n_ot P:actical by many bookkeeping methods Fach 
school d~strict will develop the actual accounts it needs, bev'ond 
the ~eqmrements s_et ~orth by the SEA, based on that district's 
~urriculum, organization , and size, using the combinations of 
items fr?m ea~h of the code sections or dimensions which are 
appropriate to its programs. 

702. 

702.1 

FINANCE DATA FILE 

Finance Categories 

~her\~~ five types of records in the Finance Subsystem data 
I e w IC correspond to the five Types of Accounts The . 

Assets, Liabilities, Fund Balance Revenue and E . d.Yt are. 
' , xpen 1 ures. 
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Although the first four types of records are structured in a man
ner similar to existing systems, this is intended more as a transi
tional measure than as a final solution. Their design and use 
could be further modified and developed to minimize classify
ing and reporting problems which doubtlessly will arise in the 
course of implementation and experience. The structure of the 
fifth type of record is the real foundation upon w~ich a pro~ram
oriented financial information system can be built. Accordingly, 
discussion in the following sections will be limited largely to 
the expenditure records. 

702.2 Finance Dimensions 

Dimension, as used here, implies a grouping of values or factors 
on which a financial data item may be classified. The fact that 
such items will have several dimensions gives the system both 
simplicity and versatility. The dimensions of a financial data 

item are: 

Fund 
Type of Account 

Organizational Unit 
Area of Responsibility 

Instructional Area 
Local Course Number 

Activity 
Object 

These dimensions are defined and a proposed list of values 
for each is presented in section 706. A value would not necessar
ily be assigned to each dimension for all fina~cial data ite~s 
reported, but the information content of the Fman~e data file 
would vary directly with the thoroughness and consistency em
ployed in assigning values where they apply. Ambigu_iti:s m_ust 
be resolved by each implementing state through the ehmmabon 
and/ or addition of values to one or more dimensions. 

Provision could be made for infinitesimal detail by the exten
sion or expansion of one or more of the dimensions, particularly 
Object. However, even though the list of values assig-ned to this 
dimension is merely a proposed list, great care must be exer
cised in balancing the desirability of more detail with the cost 
in time, effort, and accuracy of reporting and collecting it, as 
well as the increased complexity which is created by further 
proliferating the lists. 
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703. FILE CONSTRUCTION CONSIDERATIONS 

703.1 Data Collection 

The intention in the proposed Finance Subsystem in its initial 
implementation would be to collect budget and expenditure in
formation at the state level on an annual basis. Local and dis
trict educational agencies could maintain the expenditure in
formation on a current or periodic schedule, and submit this 
information in detail or in summary form to the state at the end 
of the reporting year. The proposed budget would be reported 
for the ensuing year. The budget would be prepared in the same 
format and to very nearly the same degree of detail as the 
expenditure information. 

Identical formats for reporting proposed budgets and expendi
tures would permit the use of updating procedures as the means 
of reporting. The budget would be reported at the beginning 
of the year and updated or revised, at the end of the vear to 
reflect actual expenditures. · ' 

The suggested initial effort does not necessarily mean that the 
state financial data files could not be maintained in a current 
status; this will certainly be both desirable and practical in the 
future as experience is gained and as the concept of automated 
data processing becomes accepted at all levels. The real versa
tility and value of the Finance Subsystem is contingent upon 
the employment of EDP equipment, because only by this means 
can data be manipulated, analyzed, restructured, and summa
rized in sufficient manner to justify implementation. However, 
the problems which will be encountered in implementing and 
gaining acceptance of and confidence in the proposed initial 
Finance Subsystem should not be compounded by attempting 
to arrive at an ultimate goal on the first attempt. 

The are~ of proration and apportionment of certain expendi
tures which are not clearly assignable to a specific instructional 
~rogram, but part of which most certainly contribute to its cost, 
1s a matte~ for future investigation and solution based on experi
ence, as 1s the area of depreciation. There are many methods 
proposed in current state and federal publications, and some 
lend themselves to the development of algorithms which could 
be employed in a computer program. Unquestionably, the method 
or methods adopted must be used consistently and uniformly, 
or the results will be meaningless. Nonetheless, such techniques 
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must be developed by the individual impleme~ti~g states for 
application to the information submitted by the distncts. 

703.2 File Sequencing 

The Finance Subsystem data file would be maintained in distr!ct 
sequence. The records within each district file would be mam
tained by organization unit. The individual records sequence 

would be: 

District (Header) 
Organizational Unit 

Type of Account 
Area of Responsibility 

Instructional Area 
Local Course Number 

Activity 
Ob.iect 

Fund 

The rationale for establishing a Finance Subsystem file se
quence must be predicated upon several factors. The extent 
to which the total system is implemented and th~ degree of de
tail in which the information is reported are two important fac
tors. Another significant consideration is the nature of the reports 
and analyses done at state level. The proposed sequence as_sumes 
full system implementation and detailed re?orting. It is_ con
ceivable that a state may not require reportmg of expenditures 
bv Local Course Number. In this case, perhaps the file would 
b~ sequenced on Area of Responsibility within Type_ of Recor? 
within District, and any sequencing on Orgamzahonal Un~t 
would be subordinate to these dimensions. In any case, provi
sion would be made for carrying all of the dimensions, and ex
perience may indicate that a sequence other than that initial-
ly established would be more practical. 

704. SAMPLE OUTPUT REPORTS 

The dimension concept allows numerous combinations for re
porting budget and expenditure information. The most obvious 
advantage in reporting capabilities is that information may be 
summarized on any broad category of a dimension, and that 
same information also may be reported in detail, rearranged, 
or restructured with no further LEA input requirements. 
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The following sample reports illustrate this contention to a small 
degree. Figure 7-1 shows total expenditures for a hypothetical 
school district by Area of Responsibility. Figure 7-2 shows the 
expenditures for the Instructional Area of Tiesponsibility by Ob
ject within type of school. Figure 7-3 shows the expen<litu~es in 
the Instructional Area of Responsibility for all district high 
schools by Object within Instructional Area. 

FIGURE 7-1. FINANCE SUBSYSTEM SAMPLE REPORT 
FOR DISTRICT BY AREA OF RESPONSI
BILITY 

DISTRICT 512 EXPENDITURES 

July 1967 - June 1968 

Area of Responsibility 

100 Instruction $1,692,808 

200 General Control 105,304 

250 Instructional Administration 228,667 

270 Research and Development 4,854 

300 Facilities, Maintenance and 
Operation 227,971 

350 Facilities, Acquisition or 
Improvement 32,500 

400 Food Services 125,934 

500 Pupil Personnel 71,846 

550 Health Services 33,195 

600 Pupil Transportation 74,471 

700 Community Services 38,506 

800 Outgoing Transfers 2,040 

900 Debt Service 147,630 

Total $2,785,726 
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FIGURE 7-2. FINANCE SUBSYSTEM SAMPLE REPORT FOR INSTRUCTIONAL AREA 
OF RESPONSIBILITY, BY OBJECT WITHIN TYPE OF SCHOOL 

DISTRICT 20 EXPENDITURES 

July 1967 - June 1968 

INSTRUCTION (100) 

10 20 30 40 60 80 
School Salaries Employee Supplies Contracted Employee Equip- TOTAL 

Benefits Services Travel men! 

199 All High Schools 377,560 36,320 48,993 17,980 12,005 30,258 523,116 

299 All Jr. Highs 265,070 26,475 26,695 7,005 4,645 14,115 344,005 

799 All Elementary 584,737 56,721 43,530 7,945 8,155 36,793 737,881 

899 All Summer 
Programs 59,882 675 8,901 7,700 1,185 2,290 80,633 

989 All Adult 
Education 5,975 228 800 70 100 0 7,173 

TOTALS 1,293,224 120,419 128,919 40,700 26,090 83,456 1,692,808 

FIGURE 7-3. FINANCE SUBSYSTEM SAMPLE REPORT OF EXPENDITURES BY 
INSTRUCTIONAL AREA OF RESPONSIBILITY FOR ALL HIGH 
SCHOOLS IN A DISTRICT, BY OBJECT, WITHIN INSTRUCTIONAL 
AREA 

DISTRICT 504 EXPENDITURES 
July 1967 - June 1968 

HIGH SCHOOLS (199) INSTRUCTION (100) 
Object 10 20 30 40 60 Instructional 

Salaries Employee Suppl ies Contrac ted Employee Totals A r ea 
Benef its Serv ices Travel 

00 Does Not Apply* 19,000 2,283 6,890 300 280 28,753 01 Agriculture 10,200 831 1,168 610 440 13,249 02 Art 7,700 831 2,005 70 100 10,706 03 Business 16,600 1,672 1,390 400 260 20,322 04 Distrib. Ed. 9,600 828 800 50 300 11,578 05 Eng. Lang. Arts 54,920 5,855 2,630 850 800 65,055 06 Foreign Lang. 14,100 1,656 1,430 400 200 17,786 08 Health, Safety, P. E. 13,600 1,656 3,050 1,410 200 19,916 09 Home Ee. 8,800 829 2,050 170 120 11,969 10 Indust. Arts 26,140 2,768 1,200 210 120 30,438 11 Mathematics 34,600 3,220 1,800 150 180 39,950 12 Music 28,700 2,485 2,450 850 360 34,845 13 Natural Science 32,240 2,768 2,805 500 350 38,663 15 Social Studies 27,760 2,973 2,020 450 300 33,503 18 General Education 11,200 1,169 0 0 0 12.369 19 Exceptional Child Ed. 37,300 3,597 1,850 1,350 560 44,657 20 Co-curricular Activities 18,300 83 14,375 9,670 7,225 49,653 30 Driver Ed. 6,800 816 1,080 700 50 9,446 All Instructional Areas 377,560 36,320 48,993 18,140 11,845 492,858 * Audiovisual, Library 
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705. MULTIPLE FILE USES 

As mentioned in subsection 703.2, "File Sequencing," the nature 
of reporting and maintaining financial information precludes the 
use of a key in the same way that Personnel and Pupil files may 
be keyed on an individual's identification code. Although there 
is no Finance Subsystem file index as such, certain factors such 
as characteristics of pupils in a given school, or course of in
struction, or characteristics of staff members performing duties 
within a given Area of Responsibility or a given Activity, would 
permit multiple file use on a summary basis. 

The steps in attaining the desirable goal of developing a program
oriented budgeting and accounting system cannot be delineated 
for the MSEIP System, because the exact specifications of an 
individual state's implementation plan would be prerequisite to 
a successful system. Certain areas were not considered in depth, 
but are certainly relevant to such a system and have a direct 
impact on an overall budgeting and accounting system. Ex
amples of areas not considered in depth were School Lunch Pro
gram, Pupil Transportation, and Vocational Rehabilitation. 
Nonetheless, through the use of the other subsystems, much 
quantitative and some qualitative information may be extracted 
for combination with Finance Subsystem information and pre
sented in a useable form for educational management decision 
processes. 

706. DATA ITEM LISTINGS, DEFINITIONS, AND 
CODES 

706.1 Expenditure Records ( See Chart 7 -1. ) 

FUND - school districts are acquainted with the practice of using, 
in the financial accounting system, a number or letter to designate 
the fund from which an expenditure is budgeted or paid. Since 
the fund structure varies from state to state, no attempt is made 
to assign code numbers to each of the funds that might be estab
lished. Each SEA should assign numbers to the funds that are 
used by its district. 

For illustrative purposes, it is suggested that 10 be used for the 
General Fund and 20 for the Building Fund. Two digits in the 
coding system are allocated for the fund designation. 

10 - General Fund 
20- Building Fund 
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XX - ( as needed) 
XX- (as needed) 

TYPE OF ACCOUNT - there are five types of accounts: Asset, 
Liability, Fund Balance, Revenue, and Expenditure. In each 
transaction one or more types of accounts are affected. In a 
cash transaction, an asset (cash) and either a revenue or ex
penditure account is affected. In a non-cash transaction, one 
or more of the five types of accounts are affected. In a cash trans
action the one digit indicates whether a revenue or expendi
ture account is affected, and in a non-cash transaction the one 
digit indicates the asset, liability, fund balance, revenue, or ex
penditure account type affected. 

The codes for this dimension are based on a double entry system 
of accounting utilizing Asset, Liability, Fund Balance, Revenue, 
and Expenditure accounts. In this dimension, an Expenditure 
record is identified by a 5. 

1-Asset 
2- Liability 
3 - Fund Balance 
4- Revenue 
5 - Expenditure 

ORGANTZATTONA L UNIT - this is a three-digit code and 
identifies the organization, under a single administrative head, 
created to fulfill certain instructional, supporting, or community 
service responsibilities. 

The organizational unit code number should be assigned by the 
SEA or LEA. However, a certain block of numbers ( 100-199) 
is assigned to the high school, another block (200-299) to 
junior highs and a third block ( 400-799) to the elementary 
schools within a district. Numbers 300-399 are to be used for 
other schools, such as middle schools. 

Some expenditures will apply to all the high schools in the district 
and cannot be identified with a particular school. Number 199 
is reserved for this item. The same system is used for junior high 
(299) and elementary schools (799). 

Code 000 is reserved for expenditures, such as the superinten
dent's salary, that apply to the entire district and are identifiable 
with the administrative office. Numbers 001 through 099 are to 

127 



be used for other specific organizational units, such as a trans
portation garage and warehouse, that serve the entire district 
and have an administrative head, but are not a part of the ad
ministrative office. 

Separate code numbers 800-899 apply to the summer school 
programs and 900-989 to the adult education programs. 
It is advisable to separate these expenditures from the regular 
term, K-12, program for cost analysis purposes. Also, these 
programs often have separate administrative heads, and the 
budgets are developed separately. 

Number 990 is to be used for those activities that are associated 
with one or more schools but are administered independently 
of them. An example is a physical education coordinator who 
spends his time working with the teachers in a number of ele
mentary and junior high schools. 

Code number 998 is to be used for districts that have establish
ed separate administrative units for community services, such 
as a public library operated by a school district. 

Code number 999 provides for any expenditure not applicable 
to the previous code numbers. 

000 - Administrative Offices 
00X -(as needed) 
lXX-High Schools (individually numbered) 
199 -All High Schools within the District 
2XX-Junior High Schools Individually Numbered 
299 -All Junior High Schools within the District 
3XX-As Needed for Other Schools--Middle School, etc. 
4XX-7XX- Elementary Schools Individually Numbered 
799 -All Elementary Schools within the District 
8XX- Summer Programs Individually Identified 
899 -All Summer Programs 
9XX-Adult Education Programs Individually Identified 
989 -All Adult Education 
990 -Activities Associated with One or More Schools but 

Administered Independently of them 
998 -Activities not Associated with a School or Administra

tive Office 
999 - Other Units not Applicable to Previous Code Numbers 

AREA OF RESPONSIBILITY - (See definitions, section 706.4.) 
This section uses a three-digit number, and specific numbers are 
assigned to each of the Areas of Responsibility. 
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The first and second digits ( of the code number) combined 
will identify each of the 13 functional categories, such as General 
Control, Pupil Transportation, or Debt Service. The third digit 
added to the first two identifies the specific Areas of Responsi
bility within these categories, such as Classroom Teaching or 
Building Maintenance. 

For example, code number 611 indicates that the expenditure 
falls under the Pupil Transportation functional category, and 
under the specific Area of Responsibility of Vehicle Operation. 

Note that a general category is provided at the beginning of 
each of the Area of Responsibility groupings except Outgoing 
Transfers and Debt Service. Code 301, for example, is to be 
used for the expense of an employee who does general facilities, 
maintenance and operation work which cannot be identified with 
one of the more specific Areas of Responsibility and when pro
ration is not feasible or desirable. 

100-199 
101 

111 

121 
131 

141 

151 

161 

200-249 

201 

206 

211 

216 
221 
226 

INSTRUCTION 
Instructional 
Services, Gen. 
Classroom 
Teaching 
Library Services 
Computer Assist
ed Instruction 
Educational TV 
Services 
Audiovisual 
Services 
Homebound 
Teaching 

GENERAL CON
TROL 
General Adminis
tration 
Board of Educa
tion 
Business and 
Finance 
Data Processing 
Legal Services 
Personnel Admin
istration 
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231 

236 

241 

250-269 

251 

256 

261 

266 

270-299 

271 
276 
281 

Warehousing & 
Distribution 
Centralized Print
ing and Publica
tion Services 
Other General 
Control 

INSTRUCTION
AL ADMINIS
TRATION 
Instructional 
Admin., Gen. 
Administration of 
a School 
Improvement of 
Curr. and Instr. 
Other Instruc
tional Admin. 

RESEARCH 
AND DEVELOP
MENT 
Rand D, General 
Research 
Development 



286 
291 
296 

300-349 

301 

311 
316 

321 

326 

331 

336 

341 

346 

350-399 

351 

361 

371 

381 

391 

400-499 
401 

411 

Evaluation 
Statistics 
Other Rand D 
Services 

FACILITIES, 
MAINT. AND 
OPER. 
Plant Maint. and 
Oper., Gen. 
Site Maintenance 
Site Operation 

Building Mainten
ance 
Building Opera-
tion 
Built-in E q u i P -
ment, Maint. 
Built-in Equip
ment, Oper. 
Movable Equip
ment, Maint. 
Movable Equip
ment, Oper. 

FACILITIES, 
ACQ. OR IM-
PROVEMENT 
Plant Acq./Im
provement Gen. 
Site Acq./Im
provement 
Building Acq./ 
Improvement 
Built-in Equip. 
Acq./ Improvement 
Movable Equip. 
Acq. / Improvement 

FOOD SERVICES 
Food Services, 
Gen. 
Food Preparation 
and Serving 

421 

431 

500-549 

501 

511 

516 
521 

526 

531 

541 

550-599 

551 

561 
566 

571 
581 

600-699 

601 

611 
621 

631 

700-799 

701 

130 

Transportation of 
Food 
Other Food 
Services 

PUPIL PERSON
NEL 
Pupil Services, 
Gen. 
Attendance Ser-
vices 
Guidance Services 
Social Work 
Services 
J:>sychological 
Services 
Therapeutic 
Services 
Other Pupil 
Services 

HEALTH 
SERVICES 
Health Services, 
Gen. 
Medical Services 
School Nurse 
Services 
Dental Services 
Other Health 
Services 

PUPIL TRANS
PORTATION 
Transportation, 
Gen. 
Vehicle Operation 
Vehicle Servicing 
and Maint. 
Other Transpor
tation Services 

COMMUNITY 
SERVICES 
Community 
Services, Gen. 

711 Recreation 
721 Civic Activity 
731 Public Library 

Services 
7 41 Custody and 

Detention 
751 Welfare Activities 
761 Nonpublic School 

Services 
771 Other Community 

Services 

800-899 OUTGOING 
TRANSFERS 

801 Transportation 
Within State 

811 Transportation 
Outside State 

821 Tuition Within 
State 

831 Tuition Outside 
State 

900-999 DEBT SERVICE 
911 Bond Redemption 

921 Long Term Loan 
931 Short Term Loan 

941 Current Loan 

INSTRUCTIONAL AREA - a large percentage of a district's 
expenditures can be identified with a particular Instructional Area 
such as the subject in departmentalized schools or the homeroom 
in those schools not having departmental structure. A two-digit 
code is to be used for all expenditures that can be identified with 
an Instructional Area. The code 00 should be used for all ex
penditures that cannot be identified with one of these areas. 

A code designation in this code section will be used for practically 
all of the expenditures in any of the other Areas of Responsibility 
if the expenditure is identified with a particular Instructional 
Area. 

Instructional Area code numbers are also assigned to the broad 
groupings of cocurricular activities, such as Athletic Cocurricular 
Activities. 

00-Does NotApply(DNA) 
01 -Agriculture 
02-Art 
03-Business 
04 - Distributive Education 
05 - English Language Arts 
06- Foreign Language 
07 - Health Occupations 
08- Health, Safety, P. E. 
09 - Home Economics 
10 - Industrial Arts 
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11 - Mathematics 
12-Music 
13-Natural Science 
14 - Office Occupations 
15 - Social Studies 
16-Technical Education 
1 7 - Trades a~d Industry 
18- General Education 

(Pupil Supervision) 
19 - Exceptional Child Edu

cation 



20- Cocurricular Activities 
21 -Academic Cocurricular 

Activities 
22-Athletic Cocurricular 

Activities 
23-Music Cocurricular 

Activities 
24-School Services Cocur

ricular Activities 

2 5 - Cocurricular Social Or
ganizations 

30- Driver Education 
50 - Homeroom, Elemen

tary ( nondepartmen
talized) 

51- Homeroom, Seco n
dary ( nondepartmen
talized) 

LOCAL COURSE NUMBER - this is a three-digit code for those 
districts that wish to budget and/ or account for the expenditures 
of each course in departmentalized schools, such as chemistry, 
biology and physics. Also, this code section can be used to identi
fy each of the Cocurricular Activities. 

ACTIVITY - this two-digit code section is to be used for gathering 
together all of the costs, salaries, supplies, equipment, etc. -
of a specific type of work regardless of the Organizational Unit, 
Area of Responsibility, or Instructional Area. 

For example, salaries for clerical services might be found in any 
of the Areas of Responsibility. It would be difficult to separate 
these and compile a list of all the clerical costs in a school district 
if a specific code is not provided for this. The number 12 in the 
Activity code section is to be used for all of the district costs of 
providing clerical services, such as salaries, supplies, equipment, 
employee travel, employee benefits and any other identifiable 
clerical expense. 

Another example is supervisory services - code number 28. 
This code is to be used for identifying all supervisory costs 
and includes such salaries as those of the transportation super
visor, custodial supervisor, and school lunch supervisor, as well 
as the other costs that are incurred as a result of the work they 
are doing. 

The following list of activities does not necessarily include all 
of the activities that can be identified by this manner of coding. 
School districts might use this code section for additional specif
ic activity groupings. 

02 -Accounting 
04 -Administrative 
06 - Architectural 
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OS-Auditing 
10-Census 
12- Clerical and Secretarial 

14- Counseling 
16 - Custodial 
18-Guard and Police 
20- Health or Medical 

28- Supervisory 
30- Teaching 

22 - Maintenance and Re
pair 

32 - Teaching Assistance 
34 - Therapeutic 
36- Transportation, Pupils 
38- Transportation, Other 
40- Warehousing and Dis-24 - Recruiting Personnel 

26- Pathological tributing 

OBJECT - a two-digit code identifies the object classification. 
This code should be used for all expenditures to identify that 
which is received in exchange for an expenditure. The objects 
are organized into nine general categories. Each of these cate
gories is subdivided into specific object classifications. 

10- Salaries 34 - General Supplies for 
11- Certificated, Regular resale 
12- Certificated, Tempor- 35- Library Materials 

ary 
13 - Certificated, Substitute 
16 - N oncertificated, Regu

lar 
17-Noncertificated, Tem

porary 
18- Noncertificated, Substi

tute 

20- Employee Benefits 
21 - Social Security 
22 - State Retirements 
2 3 - Municipal Retirements 
24 - Local District Retire-

ment 
25- Health Insurance 
26- Life Insurance 
27-Guaranteed Income In-

surance 
28- Workmen's Compen

sation 
29-Other Benefits 

30- Supplies 
31- Textbooks 
32 - Textbooks, resale or 

rental 
33 - General Supplies 
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40- Contracted Services 
41- Consultation 
42 - Other Non-Staff Per-

sonnel 
43 - Transportation 
44-Tuition 
45-Repairs 
46- Insurance 
4 7-Memberships 
48-Rentals 
4 9 - Other Contracted Ser

vices ( Except Utilities) 

50- Contracted Services, 
Utilities 

51 - Electricity 
52 - Telephone and Tele-

graph 
53-Water 
54-Sewer 
55-Gas 
56-Oil 
57-Coal 
58- Other Utilities 

60- Employee Travel 
61 - Travel Within District 
62 - Travel Outside District 



70- Facilities 
71 - Site Purchase 
72 - Site Improvement 
73 - Building Purchase 
7 4 - Building Lease or 

Le.ase Purchase 
7 5 - B~ilding Improvement 

80- Equipment 
Bl-Furniture, New 
82-Furniture, Replace

ment 

83 - Machinery and Ap
paratus, New 

84 - Machinery and Ap
paratus, Replacement 

85-Vehicles, New 
86 - Vehicles, Replacement 

90- Debt Service 
91-Principal 
92 - Interest 

CHART 7 -1. FINANCE SUBSYSTEM EXPENDITURE 
RECORD 

SIZE TYPE 
FIELD DATA ITEMS DIG/ A,N 
NO. (Definitions on pages 143 to 165.) 

CHAR A/N 

1 Fund 2 N 
2 Type of Account 1 N 
3 Organizational Unit 3 N 
4 Area of Responsibility 3 N 
5 Instructional Area 2 N 
6 Local Course Number 3 N 
7 Activity 2 N 
8 Object 2 N 
9 Amount 9 N 

706.2 Revenue Records (See Chart 7-2.) 

In developing the coding structure for revenue accounts, it is 
desirable to provide for several items of information about the 
revenue. 

It is important to designate in the accounting code the fund for 
which the revenue is received. Also, it is necessary to include in 
the code a number to signifythatthe account is a revenue account. 

A large number of the revenue transactions in a school district, 
such as textbook rentals, tuition, gate receipts, building rental, 
and sale of supplies, can be easily identified to a specific organi
zational unit. 
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The source of the revenue is a logical grouping of accounts, 
and this establishes a framework for the specific types of revenue 
items. 

A complete program budgeting and accounting system should 
provide a code in the revenue account that indicates the specific 
Instructional Area and Local Course Number for which the rev
enue is received. Most revenue items in a school district cannot 
be identified with a particular Instructional Area and course. 
However, where this identity is possible, the information should 
be included in the code. 

For example, a school district may wish to code the account 
for gate receipts so that the code indicates the specific cocurric
ular activity for which the gate receipts are collected. 

FUND - for this section, use the same two-digit code numbers 
that are established for expenditure accounts. 

TYPE OF ACCOUNT - the 4 in this code section identifies the 
account as a revenue account. 

ORGANIZATIONAL UNIT - use the same three-digit code as 
for expenditures. 

SOURCE AND TYPE OF REVENUE - the following three
digit codes are to be used to identify the source and type of the 
revenue. 

100 REVENUE FROM LOCAL SOURCES 
110 Property Taxes 

111 Current Taxes 
112 Back/Delinquent Taxes 
113 Taxes in Advance 
114 Payments in Lieu of Taxes 

12·0 Sales Taxes 
121 Current Taxes 
122 Back/Deliriquent Taxes 
123 Taxes Advanced 
124 Payments in Lieu of Taxes 

130 Income Taxes 
131 Current Year Taxes 
132 Back/Delinquent Taxes 
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(100 REVENUE FROM LOCAL SOURCES, CONTINUED) 

133 Taxes Advanced 
134 Payments in Lieu of Taxes 

140 Special Taxes 
141 Current Year Taxes 
142 Back/Delinquent Taxes 
143 Taxes Advanced 
144 Payments in Lieu of Taxes 

150 Tuition 
151 Tuition from Students 
152 Tuition from Patrons 

160 Transportation 
161 Transportation fees from Students 
162 Transportation fees from Patrons 
163 Transportation fees from Other Sources 

1 70 Student Sources 
1 71 Fees and Rentals 
172 Athletic Activities 
1 73 Music Activities Receipts 
174 Food Services Receipts 
175 Other 

180 Interest 

190 Other Revenue from Local Sources 

200 REVENUE FROM INTERMEDIATE SOURCES 
210 Property Taxes 

211 Current Taxes 
212 Ba(:!k/Delinquent Taxes 
213 Ta~es in Advance 
214 Payments in Lieu of Taxes 

220 Sales Taxes 
211 Current Taxes 
222 Back/Delinquent Taxes 
223 Taxes Advanced 
224 Payments in Lieu of Taxes 
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(200 REVENUE FROM INTERMEDIATE SOURCES, 
CONTINUED) 

230 Income Taxes 
231 Current Year Taxes 
232 Back/Delinquent Taxes 
233 Taxes Advanced 
234 Payments in Lieu of Taxes 

240 Special Taxes 
241 Current Year Taxes 
242 Back/Delinquent Taxes 
243 Taxes Advanced 
244 Payments in Lieu of Taxes 

250 Tuition 
251 Tuition from Students 
252 Tuition from Patrons 

260 Transportation 
261 Transportation fees from Students 
262 Transportation fees from Patrons 
263 Transportation fees from Other Sources 

270 Student Sources 
271 Fees and Rentals 
272 Athletic Activities 
273 Music Activities Receipts 
274 Food Services Receipts 
275 Other 

280 Interest 

290 Other Revenue From Intermediate Sources 
291 Gifts 
292 Facilities Rental 
293 Other 

300 REVENUE FROM STATE SOURCES 
310 State Foundation Program 
320 Transportation 
330 Driver Education 
340 Special Education 
350 · Vocational Education 
360 Monies in Lieu of Taxes 
390 Other Revenue from State Sources 
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400 REVENUE FROM FEDERAL SOURCES 
410 Vocational Education 

411 Agriculture 
412 Distributive Education 
413 Health Occupation Education 
414 Home Economics 
415 Office Education 
416 Technical Education 
41 7 Trades and Industrial Education 
418 Practical Nurse Training (P.L. 84-911) 
419 Area Vocational Education (P.L. 85-864 Title VIII) 
420 Vocational Education Act 1963 (P.L. 88-210) 
421 Manpower Development Training Act 1962 - Indian 

Vocational Training (P.L. 88-214) 
422 Manpower Development Training Act 1962 - Training 

Programs (P.L. 89-15) 
423 Public Health Training - Traineeship (P. L. 88-498) 
424 Public Health Service Act - Nurse Training (Title 

VIII) 
425 Welfare Education Program - ADC - (P.L. 87-543) 
426 Vocational Rehabilitation (P.L. 66-236) 
427 Social Security Amendments 1956 - Research and Dem

onstration Projects (P. L. 84-880) 
428 Appalachian Regional Development Act 1965 (P. L. 

89-4) 

430 Educational Opportunity Act 1964 (P.L. 88-452) 
431 Title IB - ~eighborhood Youth Corps 
432 Title IIA - Community Action Programs (Basic Adult 

Education) 
433 Title IIA and IIIB - Special Poverty Programs 

440 Elementary and Secondary Education Act (P.L. 89-10) 
441 Title I - Educationally Deprived 
442 Title II - Library 
443 Title III - Supplementary Education 
444 Title VI - Special Education 

450 National Defense Education Act (P. L. 864) 
451 Title III - Instruction 
452 Title VA - Guidance 

460 Miscellaneous 
461 Federal Forest Lands 
462 Flood Control 
463 Grazing Land 
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( 400 REVENUE FROM FEDERAL SOURCES, CONTINUED) 

464 Johnson-O'Malley Act (P.L. 73-167) 
465 Adult Education-Indian Program (P.L. 67-85) 
466 Mineral Leases 
467 National School Lunch Program 
468 School Milk Program 
469 Construction/ Federally Impacted Areas (P. L. 81 -815) 
4 70 Maintenance and Operation/Federally Impacted Areas 

(P.L. 81-874) 
4 71 Assistance for Public Schools Affected by Major Di

sasters (P.L. 89-313) 
4 72 Immigration and Nationality Act (P. L. 414) 
473 Juvenile Delinquency and Youth Offenses Control Act 

1961 (P.L. 87-274) 
474 Migrant Health Act 1962 (P.L. 87-692) 
475 Vaccination Assistance Act 1962 (P.L. 87-868) 

4 76 Educational Television Broadcasting Facilities (P. L. 
87-44 7) 

4 77 Library Services and Construction (P. L. 88-269) 
478 Title II - Civil Rights Act 1964 (P.L. 88-353) 
4 79 Title IV - Civil Rights Act 1964 (P. L. 88-353) . 
480 Teaching Materials for the Blind (20 USC 101-105) 
481 Research and Demonstration Projects in Education of 

th_e Handicapped (P. L. 88-164) 
482 Area Redevelopment Act (P.L. 87-27) 
483 Civil Defense Adult Education Program 

490 Other 
491 Federal Reimbursements 

500 SALE OF PROPERTY 
510 Sale of Equipment 
520 Sale of Buildings 
530 Sale of Sites 

900 INCOMING TRANSFERS 
910 Tuition from within the state 
920 Tuition from outside the state 
930 Transportation from within the state 
940 Transportation from outside the state 
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CHART 7-2. FINANCE SUBSYSTEM REVENUE RECORD 

FIELD DATA ITEMS 
SIZE TYPE 

NO. (Definitions on pages 143 to 165.) DIG/ A,N 
CHAR A/ N 

1 Fund 2 N 
2 Type of Account 1 N 
3 Organizational Unit 3 N 
4 Source & Type of Revenue 3 N 
5 Instructional Area 2 N 
6 Local Course Number 3 N 
7 Amount 9 N 

706.3 Asset, Liability and Fund Balance Records ( See Chart 
7-3.) 

An eight-digit code will be used for the asset, liability and fund 
balance accounts. The first two digits identify the fund and the 
third digit identifies the specific asset or liability. 

For these accounts, there is no need to include, in the coding sys 
tern, provision for Organizational Unit, Instructional Area, or 
Local Course Number. 

Accounts are provided for systems using the accrual basis as 
well as for those using the cash or obligation basis. The accounts 
that are to be used only for the accrual basis systems are identi
fied in the list of accounts. 

FUND - use the same two-digit code for the fund as for the rev
enue and expenditure accounts. 

TYPE OF ACCOUNT 

1-Asset Accounts 
2 - Liability Accounts 
3 - Fund Balance Account 

ACCOUNT - the following numbers are to be used to identify 
the specific asset, liability and fund balance accounts. 
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ASSE-T ACCOUNTS 

10000 Cash 
11000 Petty Cash 
12000 Imprest Fund 
13000 Cash in Banks 

20000 Investments 

30000 Accounts Receivable 
31000 Taxes Receivable 

311 XX Local Taxes ( extend as needed) 
312XX Intermediate Taxes (extend as needed) 

32000 Governmental Claims Receivable 
323XX State Sources (extend as needed) 
324XX Federal Sources (extend as needed) 

39000 Other Receivables 

40000 Accrued Revenues 
4 lXXX Accrued Interest 
42XXX Accrued Tuition (extend as needed) 
49XXX Other Accrued Revenues (extend as needed) 

50000 Deferred Charges 
51 XXX Prepaid Insurance 
52XXX Prepaid Interest 
53XXX Other Deferred Charges 

60000 Inventories 
61XXX Warehouse Inventories 
69XXX Other Inventories 

70000 Vocational Projects for Resale 

80000 Facilities 
81 XXX Sites .( extend as needed) 
82XXX Buildings ( extend as needed) 
83XXX Equipment (extend as needed) 

90000 Other Assets 
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LIABILITIES 

l00XX Loans Payable 
11 0XX Long Term Loans 
120XX Short Term Loans 
130XX Current Loans 

200XX Bond and Interest Payable 
210XX Bonds Payable (Accrual basis) 

211 XX Current ( Accrual basis) 
212XX Long Term (Accrual basis) 

220XX Interest Payable (Accrual basis) 
22 lXX Current (Accrual basis) 
222XX Long Term (Accrual basis) 

300XX Payroll Deductions Payable 

400XX Accounts Payable (Accrual basis) 

500XX Accrued Expense 
510XX Accrued Salaries (Accrual basis) 
520XX Accrued Tuition (Accrual basis) 
530XX Accrued Interest ( Accrual basis) 
540XX Accrued Rent ( Accrual basis) 
590XX Other Accrued Expense (Accrual basis) 

600XX Other Liabilities 

FUND BALANCE 

10000 Fund Balance 

CHART 7-3. FINANCE SUBSYSTEM ASSET, LIABILITY 
AND FUND BALANCE RECORD 

FIELD DATA ITEMS 
SIZE TYPE 
DIG/ A,N NO. (Definitions on pages 143 to 165.) CHAR A/N 

1 Fund 2 N 
2 Type of Account 1 N 
3 Specific Account 5 N 
4 Amount 9 N 
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706.4 Finance Subsystem Definitions 

ACCOUNTS DEFINITIONS 

Following are definitions and explanations of each of the Asset, 
Liability, and Fund Balance accounts. Further expansionofany 
of the accounts can be accomplished by adding accounts and ex
tending the basic accounting code. 

ASSETS. An asset is cash or the right to receive cash at a later 
date. On the cash basis, school districts record only those 
assets that arise from a previous payment of cash. For example, 
if cash is paid for an investment in United States Treasury 
bills, this investment represents an asset when using cash basis. 

On the accrual basis, all assets are recorded even though no 
previous cash transaction has been made to establish this asset. 
For example, an asset, taxes receivable, is recorded on the 
accrual basis when the tax is levied because the district has es
tablished a legal claim on tax revenue. 

100 Cash - bank accounts and petty cash funds that are the prop
erty of the school district. 

110 Petty Cash - money set aside for making change or for im
mediate payments in coin and currency of comparatively small 
amounts such as freight bills. 

120 Imprest Fund - an amount .established in a bank account, 
separate from the regular checking accounts, and maintained 
to provide for emergency type disbursements for which a dis
trict wishes to issue a check, but because of the timing cannot 
pay through the regular disbursement procedures. 

130 Cash in Banks - the book balances - excess of deposits 
over checks written - of the regular checking accounts. 

200 Investments - amounts invested in United States Govern
ment Securities or other legal forms of investments. 

300 Accounts Receivable - unpaid balances of amounts owed to 
the school district by individuals or others. 

310 Taxes Receivable - accrual basis - the portion of the tax 
levy that has not been paid to the school district. 

143 



320 Governmental Claims Receivable - accrual basis - the por
tion of the school district claims that has not been paid to the 
school district. 

390 Other Receivables - this section provides for the addition of 
receivables not provided for in the Chart of Accounts. Certain 
receivable accounts might be established on the cash basis. 
An example is the purchase of an equipment item for an or
ganization that will reimburse the district. Certain other re
ceivable accounts will be used only on the cash basis. 

400 Accrued Revenue - accrual basis - amounts recorded at the 
end of a fiscal period to indicate the revenues that have accrued 
but have not yet been paid to the school district. At the begin
ning of the following fiscal period, the entry recording the ac
crued revenue should be reversed. 

410 Accrued Interest - accrual basis - interest earned on in
vestments but not yet received by the school district. 

420 Accrued Tuition - accrual basis - tuition earned but not 
yet received by the school district. 

430 Other Accrued Revenue - accrual basis - other revenue 
that is earned but not yet received. 

500 Deferred Charges - accrual basis - amounts recorded at 
the end of a fiscal period to indicate that portion of a paid ex
penditure that applies to future fiscal periods. At the beginning 
of the following fiscal period, the entry recording this defer
red charge should be reversed. 

510 Prepaid Insurance - accrual basis - that portion of a paid 
insurance premium that applies to future fiscal periods. 

520 Prepaid Interest - accrual basis - that portion of interest 
that the school district has paid but is not yet earned. 

530 Other Deferred Charges - accrual basis - other expendi
tures that have been paid by the district but not yet earned. 

600 Inventories - cost of supplies or other materials that have 
been purchased but have not been distributed for use. 

610 Warehouse Inventories - cost of the supplies and materials 
in a central warehouse. 
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620 Other Inventories - cost of other supplies and materials 
that have been purchased but have not been distributed for use. 

700 Vocational Projects for Resale - cost of major vocational 
projects that are to be sold when completed. 

BOO Facilities - accounts recorded in a facilities group of accounts 
separate from the regular funds. They comprise a record of the 
cost of the facilities owned by the district regardless of when 
they were purchased or from which fund they were purchased. 

810 Sites - the cost of all acquisitions and improvements of 
sites owned by the school district. 

820 Buildings - the cost of all acquisitions and improvements 
of buildings owned by the school district. 

830 Equipment - the cost of all equipment owned by the school 
district. 

900 Other Assets - all other assets not provided for. 

LIABILITIES - a liability is an obligation to pay cash to others, 
or to another fund, at a later date. On the cash basis, school 
districts will record only those liabilities that result from a pre
vious cash transaction. For example, an amount borrowed 
through the issuance of tax warrants is recorded as a liability 
on the cash basis since a cash transaction created the liability. 

On the accrual basis, school districts will record additional liabili
ties even though a previous cash transaction has not _created 
the liability. For example, rent accrued but not yet paid by the 
school district, is recorded as a liability on the accrual basis 
at the end of a fiscal period. 

100 Loans Payable - amounts that are borrowed from others, 
or another fund, and not secured by serial or term bonds. 

110 Long Term Loans - loans which extend for more than 
five years from the date of the loan. 

120 Short Term Loans - loans which are payable within five 
years of the date of the loan, but not within the fiscal year of 
issue. 
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130 Current Loans - loans which are payable in the ~~me _fis
cal year in which the money was borrowed. Tax anhc1J?ahon 
warrants or notes, are considered to be current loans 1f they 
are to b~ repaid from the tax collections anticipated with the 
issuance of the warrants. 

200 Bond and, Interest Payable 

210 Bonds Payable - principal amount of outstanding bonds. 

211 Current Bonds Payable - the principal amount of bonds 
that have matured or will be payable within the next fiscal 
year. 

212 Long Term Bonds Payable - the principal amount of 
bonds outstanding excluding the current bonds payable. 

220 Bond Interest Payable - interest to be paid in the future 
on outstanding bonds. 

221 Current Bond Interest Payable - bond interest that is 
now due or will be payable within the next fiscal year. 

222 Long Term Bond Interest Payable.- interest to be paid 
in the future on outstanding bonds excludmgthe current bond 
interest payable. 

300 Payroll Deductions Payable - liabilities _resulting fr_om the 
deduction from payroll checks _ for withholdmg tax, retirement 
contributions, insurance, etc. The balance of the accounts repre
sent the portion of the deductions that has not been for~arded 
to the proper agency. Each school district should establish the 
specific accounts that are needed. 

400 Accounts Payable - accrual basis - amounts of unpaid in
voices for services or merchandise received. 

500 Accrued Expense - accrual basis - amounts recorded at the 
end of the fiscal year to indicate the expenses that hav: ac_crued 
but have not been paid by the school district. At the begmnmg of 
the following fiscal year, the entry recording the accrued expense 
should be reversed. 

51 o Accrued Salaries - accrual basis - salaries earned but not 
yet paid at the end of a fiscal period. 
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520 Accrued Tuition - accrual basis - tuition that is due a 
district by another district or agency at the end of a fiscal 
period, but has not been paid. 

530 Accrued Interest - accrual basis - interest that has accrued 
at the end of a fiscal period but has not been paid by the district. 

540 Accrued Rent - accrued basis - rent that has accrued at the 
end of a fiscal period but has not been paid by the district. 

590 Other Accrued Expense - accrual basis - any otherex
penditures that have accrued at the end of a fiscal period but 
have not been paid by the district. 

600 Other Liabilities - all other liabilities not provided for. 

FUND BALANCE 

100 Fund Balance - the excess of assets over liabilities. 

ACTIVITIES DEFINITIONS 

This code section is provided to group, from all Areas of Re
sponsibility, those personnel, supplies, equipment and other 
expenditures associated with a specific type of activity or service. 

02 Accounting - accounting is concerned with recording and 
reporting activities and events affecting personnel, facilities, ma
terials, or money of an administrative ·unit and its programs. 
Specifically, it is concerned with determining what accounting 
records are to be maintained, how they will be maintained, 
and the procedures, methods, and forms to be used; recording, 
classifying and summarizing activities or events; analyzing 
and interpreting recorded data; and preparing and issuing re
ports and statements which reflect conditions as of a given date, 
and results of operations for a specific period, and the evalua
tion of status and results of operations in terms of established 
objectives. 

04 Administrative - activities or services which have as their 
general purpose the regulation, direction and control of the af
fairs of the school system, organizational units, or depart
ments. 

06 Architectural and Engineering - activities and services which 
provide professional services in connection with designing and 
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preparing specifications and drawings for new construction, 
rehabilitating or altering existing buildings, developing land
scaping or acting as professional adviser on architectural matters. 

08 Auditing - the technical activities or services of verifying 
the accuracy and appropriateness of receipts, expenditures, 
accounts and accounting statements in accordance with applica
ble laws and regulations. 

10 Census - the activities or services concerned with the system
atic counting of resident persons in a school district and with 
recording such related information as the school district requires. 

12 Clerical and Secretarial - the activities or services normally 
classified as clerical, secretarial or stenographic. Concerned 
with preparing, transferring, transcribing, systematizing or 
preserving written communications and records; or the opera
tion of such machines as bookkeeping machines, card-punch 
machines, duplicating machines and tabulating machines. 

14 Counseling - the nonclassroom professional activities or ser
vices designed to assist pupils or other persons in making plans 
and choices in relation to education, vocation, or personal 
development. 

16 Custodial - those activities and services concerned with clean
ing the buildings of school plants or supporting services facili
ties; op~rating such equipment as heating and ventilating sys
tems; preserving the security of school property; and keeping 
the school plant safe for occupancy and use. It consists of such 
activities as cleaning, sweeping, disinfecting, heating, lighting, 
moving furniture, keeping school entrances appropriately locked 
or unlocked, keeping such facilities as fire escapes and panic 
bars in working order, and watchman duties. It also includes 
caring for the sites owned or used by the school system includ
ing such activities as raking, watering, mowing, transplanting 
shrubbery, trimming shrubbery, and preparing, planting, and 
caring for flower beds. · 

18 Guard and Police - those activities or services concerned 
specifically with the security of school property, facilities, per
sonnel, and pupils. 

20 Health and Medical - those activities and services ~oncerned 
with providing medical, dental, psychiatric and nursing services. 
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22 Maintenance and Repair - those activities and services con
cerned with the upkeep, maintenance, and replacement of mov
able equipment, fixed equipment, building, and sites. 

24 Recruiting - the activities and services designed to attract 
professional and non-professional applicants for positions. 

26 Diagnostic - those activities and services, other than those 
classified as health services, designed to identify and evaluate 
physical, emotional, and learning problems and to recommend 
appropriate therapeutic services. 

28 Supervisory - the activities or services designed to provide 
leadership, guidance or expertise in a field of specialization for 
the purpose of improving the performance of staff members. 

30 Teaching - the activities or services designed to instruct or 
provide a learning opportunity for students. Included a re ex
~endi~ure~ relate~ to classroom teaching, homebound teaching, 
hbranes, mstruchonal T.V., computer assisted instruction, study 
hall, self study, etc. 

Not included are expenditures for teacher aides counselors 
secr:tarial assistanc~, administration, teacher supe;vision, diag~ 
noshc and therapeutic services. 

32 Teach_ing ~ssista?ce - these activities and services provided by 
teacher aides, mcludmg the expenditures directly related to teacher 
aides. 

34 . Therapeutic those activities or services designed to 
provide appropriate individual or small group therapy in re
sponse to the findings and recommendations of the diagnostic 
services. 

36 Transportation, Pupils - those activities and services designed 
to transport pupils to and from school, between schools, and to 
school related activities. 

38 Transportation, Other - the activities and services designed 
to tr~nsport material and personnel, other than pupils, within 
the district and outside the district. 

40 Warehousing and Distribution - the activities and services 
designed to receive, store, distribute and account for materials 
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and equipment which are received centrally and then delivered 
to points of consumption. Distribution may immediately follow 
receipt or it may be on a later schedule or may be later in re
sponse to specific requisitions. 

AREA OF RESPONSIBILITY DEFINITIONS 

100-199 Instruction - instruction includes all activities dealing 
directly with the teaching of pupils. Teaching, the major aspect 
of instruction, may be provided for pupils in a classroom of 
a school, in another location such as a home or hospital, and 
other learning situations such as those involving cocurricular 
activities. It may also be provided through other approved 
media such as television, radio, telephone, and correspondence. 

1 O 1 Instructional Service, General - the area of responsibility 
for providing those services which apply to two or more of the 
following instructional areas of responsibility and which cannot 
be reasonably or accurately prorated among them. 

111 Classroom Teaching - the area of responsibility for instruct
ing pupils in courses in classroom situations for which daily 
pupil attendance figures for the school system are kept. 

121 Library Services - the area of responsibility for organiz
ing and managing libraries of books and other instructional re
source materials in a school or school system for the use of 
pupils and faculty. It consists of such technical activities as order
ing, cataloging, processing, and circulating books and other 
materials; planning the use of the library by teachers and pupils; 
selecting books and materials; participating in faculty planning 
for the use of books and materials; and guiding teachers and 
pupils in the use of the library. Audiovisual materials and 
equipment are included if they are managed under the direction 
of the librarian. 

131 Computer Assisted Instruction - the area of responsibility 
for providing computer assisted instruction for a school or school 
system. It may consist of such activities as writing, programming, 
directing, supervising and providing computer time for the CAI 
program of school or school system. 

141 Educational Television Services - the area of responsibility 
for providing educational television programs as a part of the 
instructional program of the school or school system. It consists 
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of such activitie~ as writing, programming and directing educa
tional television programs for a school or a school system. 

151 Audiovisu~l Services - the area of responsibility for pre
paring, caring fo~, and making available to instructional pro
grams in a scp.ool or school system the equipment, materials, 
scripts, and qther aids which assist teach~ng and learning 
through speci~l appeal to the senses of sight and hearing. 

161 Homebound Teaching - the area of responsibility for teach- · 
ing regular or special subjects to those students who are unable 
to attend regular classes because of long or short terms of con
finement at home or in an institution. Such confinement is normal
ly due to temporary problems of physical disability. 

200-249 General Control - the areas of responsibility for ad
ministering those noninstructional programs which have as 
their purpose the general regulation, direction and control of 
the affairs of the school district that are systemwide and not 
confined to one school, subject, or narrow phase of school activi
ty. Research and Development, Facilities, Food Services, Pupil 
Personnel, Health, Pupil Transportation, and Community Serv
ices are recorded under the accounts of those areas of respon
sibility. 

201 General Administration - the area of respon~ibility for the 
administrative activities which pertain to the entire school district 
and are performed · only by the chief executive officer and his 
executive assistants. 

206 Board of Education - the ~rea of responsibility encompas
sing the activities of the elected or appointed body which has 
been created according to state law and vested with responsi
bilities for educational activftie~ in a give~ geograp~ical area, 
the board secretary, treasur~r, school elections, tax collections 
and audit. 

211 Business and Finance - th~ area of responsibility concerned 
with the control of the fiscal ~ctivities of the school district. Iri
cluded are budgeting, accounting, purchasing and related 
activities. 

216 Data Processing - the area of responsibility for providing 
data processing services for the school system. It consists of 
program direction, system analysis, programming, collection 
and preparation of data, operations and output services. 
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221 Legal Services - the area of responsibility for providing 
legal counsel for the general control of the school district. Legal 
services obtained expressly for financing or acquiring facili
ties, or improving facilities, should be included in the appro
priate facilities account. 

226 Personnel Administration - the area of responsibility for 
the administration of the staff personnel program of the school 
system. It consists of assignments to perform such activities as 
recrujting staff members, staff accounting, staff placement, 
staff transfer, and other staff personnel administration activities. 

231 Warehousing and Distribution - the area of responsibility 
for administering a systemwide program of storing and dis
tributing those supplies, equipment and materials used in the 
operation of the school system which are purchased, received 
and stored in a central warehouse. 

236 Centralized Printing and Publication Services - the area 
of r~sponsibility for administering a centralized printing and/ or 
publication service for the benefit of all organizational units 
of the school district. Included are such activities as typesetting, 
photo work, duplication, copying, collating, punching, and 
binding. 

241 Other General Control - the area of responsibility for pro
viding general control services which are not included in the 
other specific general control areas of responsibility. 

250-264 Instructional Administration - the areas of responsibili
ty for providing the leadership, supervision, coordination, direc
tion, administration and consultation for the operation of the 
instructional program of schools or school systems. 

251 Instructional Administration, General - the areas of responsi
bility for providing those services which apply to two or more 
of the following instructional administration areas of responsi
bility and which cannot reasonably or accurately be prorated 
among them. 

256 Administration of a School - the area of responsibility for 
administering the operation of a school ( organizational unit, 
not a school system). The principal, assistant principal, vice 
principal, dean, etc. would be assigned to this area as would 
their staffs and other directly related expenditures. 
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261 Improvement of Curriculum and Instruction - the area of 
responsibility for administering the program of curriculum and 
instructional improvement of a department, school or school 
system. The assistant superintendent for curriculum, curriculum 
directors, department heads, supervisors, coordinators and 
consultants are commonly assigned to this area along with 
their staffs and other direct expenditures. (Note: Personnel with 
identical titles may be assigned to instructional administration, 
general, or improvement of curriculum and instruction, de
pending upon the nature of their actual responsibilities.) 

266 Other Instructional Administration - the area of responsi
bility for providing instructional administration services which 
are not included in the previous instructional administration 
areas of responsibility. 

270-299 Research and Development - the areas of responsibility 
for systematically observing, investigating, evaluating and study
ing various aspects of the instructional and noninstructional 
programs of a school district and then developing and recom
mending new programs based upon the findings. 

271 Research and Development, General - the area of responsi
bility for providing those services which apply to two or more 
of the following research and development areas of responsi
bility and which cannot be reasonably or accurately prorated 
among them. 

276 Research - the area of responsibility for providing means 
of applying the technology, methods, and strategies of science 
to the solutions of research problems which are peculiar to the 
operation of schools. 

281 Development - the area of responsibility for technical activi
ty concerned with nonroutine problems which are encountered 
in translating research findings or other general scientific knowl
edge into processes. 

286 Evaluation - the area of responsibility for evaluation of 
all aspects of education. It consists of such activities as evalua
ting instructional, supporting services, and ancillary services 
programs. 

291 Statistics - the area of responsibility for collecting and 
organizing educational data pertinent to various areas of in
terest, including pupils, staff, instruction, facilities, and finance. 
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296 Other R & D Services - the area of responsibility for provid
ing research and development services which are not included 
in the previous R & D areas of responsibility. 

300-349 Facilities, Maintenance and Operation - the area of 
responsibility · for repairing and keeping ready for use, land, 
outdoor fa~ilities, buildings or parts of buildings. 

301 Facilities, Maintenance and Operation, General - the area 
of responsibility for providing those services which apply to two 
or more of the following facilities maintenance and operation 
areas of responsibility, and which cannot reasonably or accurate
ly be preorated among them. 

311 Site Maintenance - the area of responsibility consisting of 
those activities which have as their main purpose keeping sites 
at their original or improved condition of completeness and ef
ficiency through repairs or replacement. Included is the neces
sary labor, supplies and equipment (i.e. necessary tree remov
al and tree replacement would be included). All improvements 
including drives, walks, playgrounds, athletic fields, and out
door lighting are considered to be sites. 

316 Site Operation - the area of responsibility consisting of 
those activities that have as their main purpose keeping the site 
acceptable in appearance and readiness for use. Included is the 
necessary labor, equipment and supplies for fertilizing, mowing, 
snow remo~al, cleaning and watering. 

321 Building Maintenance - the area of responsibility which 
has as its main purpose keeping buildings or parts of buildings 
at their original condition of completeness and efficiency through 
repairs or · replacement ( anything less than total replacement 
of a building). 

32,6 Building Operation - the area of responsibility consisting 
of those activities which have as their main purpose keeping 
the physical plant open and ready for use. ':fhe activities include 
preserving t~e security of the building, cleaning, heating, cool
ing, lighting, maintenance, s~fe conditions, moving furniture, and 
other such housekeeping services as are repeated somewhat 
regularly on a daily, weekly, monthly or seasonal basis. 

331 Built-In Equipment, Maintenance - the area ofresponsibility 
consisting of those activities which have as their main purpose 
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keeping the built-in equipment _at its original condition of co~
pleteness and efficiency through repairs or replacement. Bmlt
in equipment is that equipment which is an integral part. of the 
building or grounds and is usually permanently attached. 

336 Built-In Equipment, Operation - the area of responsibility 
which has as its main purpose keeping the built-in equipment 
in service or ready for use. 

341 Movable Equipment, Maintenance - the area ofresponsibili
ty which has as its main purpose keeping movable equipment 
at its original condition of completeness and efficiency through 
repairs or replacement. Movable equipment is defined as equip
ment that is transportable without appreciable damage or dam
age to the other equipment, the place from which it is removed 
or to the location where it is installed. 

346 Movable Equipment, Operation - the area or responsibility 
which has as its main purpose the operation of movable equip
ment. (Note: Annual cleaning and oiling, or replacing a lens.of 
a movie projector would be recorded under Movable Eqmp
ment, Maintenance. Replacement of an exciter or projector bulb 
would be Movable Equipment, Operation.) 

350-399 Facilities Acquisition or Improvement - the area of re
sponsibility concerned with acquiring ti_tle to sites, buildings, 
built-in equipment ot movable equipment by purchasing contract, 
own labor, gift or otherwise. It also includes additions or im
provements to facilities presently owned. ( Renovation to return 
facilities to a previous condition of improvement is recorded 
under Maintenance.) 

351 Plant Acquisition/ Improvement,. General - the area of re
sponsibility for providing those services which apply to two or 
more of the following plant acquisition/improvement areas of 
responsibility anq which cannot be reasonably or accurately 
prorated among them. 

361 Site Acquisition/Improvement - the area of responsibility 
for purchasing or otherwise acquiring title to land. and for ~m
p roving the site in all ways other than construction of bmld
ings. Included are such things as drainage, grading, drives, 
parking areas, wells, planting, play courts, and play fields. 

371 Building Acquisition/Improvement - the area of resp~nsi
bility for purchasing, building or otherwise acquiring title to 
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buildings, additions to buildings or improvements to buildings. 
(Not included are expenditures, no matter how large, which 
merely renovate.) Most major work on existing buildings in
clude both renovation and alteration. If the costs cannot be divid
ed between Maintenance and Improvement, the main purpose of 
the work will have to be considered along with an evaluation 
of the costs to determine the area to be charged. 

381 Built-In Equipment Acquisition/Improvement - the area of 
responsibility for purchasing or otherwise acquiring title to built
in equipment. Built-in equipment is that equipment which is an 
integral part of the building or grounds and is usually perman
ently attached. 

391 Movable Equipment Acquisition/Improvement - the area of 
responsibility for purchasing or otherwise acquiring title to 
movable equipment and for modifying movable equipment to 
improve it. 

400-499 Food Services - the area of responsibility consisting 
of those activities which have as their purpose the manage
ment of food services programs for the school or school system 
and the preparation and serving of regular and incidental meals, 
lunches, or snacks in connection with school activities. This 
area is applicable to both schools and school systems. 

401 Food Services, General - the area of responsibility for pro
viding those services which apply to two or more of the follow
ing Food Service areas of responsibility and which cannot be 
reasonably or accurately prorated among them. 

411 Food Preparation and Serving - the area of responsibility 
for preparing and serving regular and incidental meals, lunch
es, or snacks in connection with school activities. It consists of 
such activities as preparing and cooking food, operating kitchen 
equipment, serving food, cleaning dishes, and storing dishes and 
kitchen equipment. 

421 Transportation of Food - the area ofresponsibility for trans
porting prepared food from a central kitchen to one or more 
schools. 

431 Other Food Services - other food services activities which 
cannot be recorded under the preceding areas of responsibility. 
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500-549 Pupil Personnel Services - the area of responsibility 
that consists of those activities which have as their purpose var
ious services for pupils, other than instruction, transportation, 
food and health services. This area is applicable to both schools 
and school systems. 

501 Pupil Services, General -the area of responsibility for provid
ing those services which apply to two or more of the following 
pupil service areas of responsibility, and which cannot reason
ably or accurately be prorated among them. 

511 Attendance Services - the area of responsibility for promot
ing and improving school attendance of pupils. It consists of 
such activities as early identification of patterns of nonatten
dance, promotion of positive pupil and parent attitudes toward 
attendance, analysis of causes of nonattendance, early action on 
problems of nonattendance, and enforcement of compulsory 
attendance laws. 

516 Guidance Services - the area of responsibility for helping 
pupils assess and understand their abilities, aptitudes, inter
ests environmental factors, and educational needs; for assisting 
pu~ils in increasing their understanding of educational and career 
opportunities; and for aiding pupils in making optimum us~ of 
educational and career opportunities through the formulation 
of realistic goals. It consists of such activities as counseling 
pupils and parents, evaluating the abilities of pupils, assist
ing pupils to make their own educational and career plans and 
choices, assisting pupils in personal and social adjustments, 
and working with other staff members in planning and con
ducting guidance programs. 

521 Social Work Services - the area of responsibility for assist
ing in the prevention or solution of the personal, social, and emo
tional problems of pupils which involve family, school, and 
community relationships when such problems have a bearing 
upon the quality of the school work of the pupils. It consists 
of such professional activities as diagnosing the problems of 
pupils arising out of the home, school, or community; casework 
services for the child, parent, or both; interpreting the problems 
of pupils for other staff members; and promoting modification 
of the circumstances surrounding the individual pupil which are 
related to his problem insofar as the resources of the family, 
school and community can be effectively brought to bear upon 
the problem. 
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526 Psychologica_l Services - the area of responsibility for sup
plementing the school system reservoir of information identify
ing the individuality of each pupil, his capacities, achievements, 
interests, potentials, arid needs; for studying the individual pupil 
experiencing acute problems of education development in order 
to furnish diagnostic information; and for suggesting programs 
concerning the psychological aspects of these problems. it con
sists of such activities as admin~sterirtg psychological tests, inter
preting the results of psychological tests, working with other staff 
members in planning programs to meet needs indicated by psy- · 
chological tests, and managi~g and planning a program of 
psychological services for the school system. 

531 Therapeutic Services - the area of responsibility for pro
viding speech, visual, physical, occupational, auditory, or other 
therapy services to pupils. 

541 Other Pupil Services - the area of resporisibility for providing 
pupil services which are not included in the previous pupil ser
vices area of responsibility. 

550-599 Health Services - the area of responsibility consisting 
of physical and mental health services which are not direct in
struction. It consists of the activities of providing medical, 
dental, psychiatric, and nursing services. 

551 Health Services, General - the area of responsibility for 
providing those services which apply to two or more of the 
following Health Services, and which cannot reasonably and ac
curately be prorated among them. 

561 Medical Services - the area of responsibility, under the 
direction of a physician, for providing medical services for 
pupils. The services may include examination, inoculations, 
and treatment. 

566 School Nurse Services - the area of responsibility for pro
viding treatment of minor injuri~s, health inspection, screening 
examinations for determining need for health referrals, regular 
determination of physical growth factors and maintenance of 
pupil health records. 

571 Dental Services - the area of responsibility, under the dire~
tion of a dentist, for providing dental examinations, extractions, 
treatment or repair for pupils. 
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581 Other Health Services - the area of responsibi_lity for pr~
viding pupil health services which a_re_ ~ot included m the previ
ous Health Services areas of responsibility. 

600-699 Pupil Transportation - the area of responsibility for 
transporting pupils attending public schools either by the school 
district staff and buses, or otherwise, between home and sch?~l 
or on trips related to school activities. It consists o~ such a~ivi
ties as providing and maintaining pupil transpor:ation. vehicle~, 
driving buses or other pupil transportation veh~cles, i~-tran~it 
pupil supervision, attending loading and unloa_dmg p01~ts, ~is
patching buses, operating the bus-control ra~10 and direc!mg 
traffic. It can also include contracting for pupil transportation. 

601 Transportation, General - the area of responsibility for p_ro
viding those services which apply to two or more of the followmg 
Pupil Transportation areas of responsibility and which cannot 
be reasonably or accurately prorated among them. Include 
here the cost of additional or replacement vehicles. 

611 Vehicle Operation - the area of responsibility for operating 
the school transportation vehicles. Salaries of operational super
visors and drivers are included. 

621 Vehicle Servici~g and Maintenance - the area ?f resp~nsi
bility for maintaining public school pupil trans_Portahon veh_icles 
(in as nearly new condition and original efficiency as possible) 
through repair, replacement of parts, servicing an? care .. (It 
consists of such activities as repairing vehicles, repl~cmg v~hicle 
parts, cleaning, painting, greasing, fueling, preventive mamten
ance, and inspection of vehicle for safety.) 

631 Other Transportation Services - the area of responsibility 
for providing pupil transportation servi~es which cannot b_e 
included in the previous Pupil Transportation areas of responsi
bility. 

700-799 Community Services - the broad area cons~sting of 
those services, other than public school and adult education pro
grams, provided by the school or school system for purposes 
relating to the community as a whole or some seg~ent of the 
community. These. include such services as commumty recrea
tion programs, civic activities, public libraries, ~rograms of c_u~
todial and detention care of children, commumty welfare activi
ties, and services for nonpublic school pupils provided by the 
schools on a continuing basis. 
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701 Community Services, General - the area of responsibility 
for providing those services which apply to two or more of the 
following Community Service areas of responsibility, but which 
cannot reasonably or accurately be prorated among those 
areas. 

711 Recreation - the area of responsibility for providing recrea
tion programs for the community as a whole or for some seg
ment of the community. It consists of such staff activities as or
ganizing and supervising playgrounds, swimming pools, and 
other recreation programs for the community. 

721 Civic Activities - the area of responsibility fot providing 
services in connection with civic activities such as meetings of 
parent-teacher associations, public forums, and lectures, civil de
fense planning, and other civic-center activities. 

731 Public Library Services - the area of responsibility for pro
viding library facilities and/ or services for the general public. 

7 41 Custody and Detention Care of Children - the area of re
sponsibility for providing programs for the custodial and deten
tion care of children in residential or day school or child care 
centers which are not part of or directly related to the instruction
al program, and where the attendance of the children is not 
included in the attendance figures for the school system. 

7 51 Welfare Activities - the area of responsibility for providing 
aid to indigent children ( whether in nonpublic or public schools, 
or in neither) and adults, when such aid is restricted to indigent 
persons, or for providing services in connection with disaster 
relief. 

761 Nonpublic School Activities - the area of responsibility for 
providing services to nonpublic school pupils. It consists of such 
activities as those involved in providing instructional services, 
attendance and social work services, health services, and trans
portation services, for nonpublic school pupils, where the atten
dance of the children is not included in the attendance figures 
for the public school system. 

771 Other Community Services - the area of responsibility for 
providing community services which are not included in the previ
ous areas of responsibility. 
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800-899 Outgoing Transfers - the area ofre~po~sibility fo~ t:ans
actions involving payment to other school districts or admmistr~
tive units in or out of the state and tuition to other than pubhc 

schools. 

801 Transportation Within the ~ta!e - th~ area of respo~si~il~ty 
for reimbursing another school district, private school, or mdivid
ual for transportation services within the state, rendered for 
students residing within the paying district. 

811 Transportation Outside the State - the area of responsibility 
for reimbursing another school district, private school, or individ
ual for transportation services outside the state, rendered for 
students residing outside the paying district. 

821 Tuition Within the State - the area of responsibility for re
imbursing another school district, private school, or individual 
for instructional services within the state, rendered for students 
residing within the paying district. 

831 Tuition Outside the State - the area of responsibility for re
imbursing another school district, private school, or individual 
for instructional services outside the state, rendered for students 
residing outside the paying district. 

900-999 Debt Service - the area of responsibility for transactions 
involving payment of principal and interest on l?n~ and s~ort 
term debts retirement of serial bonds, amounts paid mto a smk
ing fund, ~nd expenditures to a public schoolhousing authority. 

911 Bond Redemption - the area of responsibility for redeeming 
the bonds and paying the interest on the bonds whi~h have be~~ 
issued previously to accommodate major remodelmg or Facili-
ties Acquisition/Improvement projects. 

921 Long Term Loan - the area of responsibility for administer
ing long term loans. Long term loans are loans which extend 
for more than 5 years from the date the loan was obtained and 
is not secured by serial or term bonds. 

931 Short Term Loan - the area of responsibility for administer
ing short term loans. Short term loans are loans which are pay
able within 5 years of the date of the loan, but not within the fiscal 
year of issue. 
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941 Current Loans - the area of responsibility for administering 
current loans. Current loans are those loans which are payable 
during the same fiscal year in which the money was borrowed. 

OBJECTS DEFINITIONS 

1 O Salaries - the total amount paid before deductions for per
sonal services rendered while on the payroll of the school district. 

11 Certificated, Regular - the salary expenditures for personnel, 
employed on a regular full or part-time basis for the performance 
of a regular or continuing assignment, who have been certi
fied by the SEA as authorized to perform the services for which 
a legal credential is required. 

12 Certificated, Temporary - the salary expenditures for person
nel, employed on a temporary full or part-time basis, who have 
been certified by the SEA as authorized to perform the services 
for which a legal credential is required. For example, a teacher 
hired to teach remedial reading to selected students for the last 
three months of the school year. Any teacher hired to supple
ment the work of the regular instructional staff, rather than re
place personnel, would be classified as temporary. 

13 Certificated, Substitute - the salary expenditures for personnel, 
employed on a full or part-time basis, who have been employed 
to replace regular or temporary certificated personnel who are 
absent from their assigned position. A person employed as a 
certified employee on a regular basis with regard to time and 
salary would still have salary coded as substitute if in fact 
his assignment is to substitute for other certificated persons who 
may be absent from their regular assignments. 

16 Noncertificated, Regular - the salary expenditures for per
sonnel, employed on a regular full or part-time basis for the 
performance of a regular or continuing assignment which does 
not require the services of personnel specifically authorized by 
the SEA. 

1 7 N oncertificated, Temporary - the salary expenuuures for per
sonnel employed on a temporary full or part-time basis to perform 
assignments which do not require the services of personnel specif
ically authorized by the SEA. 

18 Noncertificated, Substitute - the salary expenditures for per
sonnel employed to perform services for noncertificated person-
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nel who are absent from their assigned positions. A person em
ployed as a noncertificated person on a regular basis with re
gard to time and salary would still have his earnings coded 
as substitute if in fact his assignment is to substitute for other 
noncertificated persons who may be absent from their regular 
assignments. 

20 Employee Benefits - those expenditures (not withholdings or 
deductions from employee earnings) made to provide or assist 
in providing the various nonsalary or nonwage benefits for 
employees. 

30 Supplies - material items of an expendable nature which are 
consumed, worn out, or deteriorated through use; or that lose 
their identity through fabrication or incorporation into a dif
ferent or more complex unit or substance. 

31 Textbooks - books obtained and furnished to students free 
of charge for use in certain classes, grades, or other particular 
student groups rather than for general school use. 

32 Textbooks, resale or rental - books obtained and provided 
for students on a rental or sale basis primarily for use in certain 
classes, grades or other particular student groups rather than 
for general school use. 

33 General Supplies - material items of an expendable nature, 
other thaO: textbooks, library materials, or supplies for resale; 
or that lose their identity through fabrication or incorporation 
into a different or more complex unit or substance. Included 
are those general supplies needed to operate the libraries and 
those periodicals purchased for use in the classroom. 

34 General Supplies for Resale - material items of an expendable 
nature other than textbooks which are purchased for resale; ' . or that lose their identity through fabrication or incorporation 
into a different or more complex unit or substance. 

35 Library Materials - all books, other than textbooks, all 
periodicals, other than those periodical purchases for use in the 
classrooms, and all other instructional materials or supplies used 
in, furnished by, or controlled through the library. 

40 Contracted Services - those services rendered to the school 
system through contract or other agreement with a firm, company, 
individu~l or other educational agency or institution, such service 
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being performed by a ·person or persons not on the school staff. 
Personnel records are not usually maintained by the school sys
tem for persons performing contract services, nor are these per
sons usually eligible for employee benefits that may accrue to 
staff members. 

41 Consultation - services of an instructional or consultative 
nature performed by nonstaff personnel. 

42 Other N onstaff Personnel - services, other than by pro
fessional educators, provided by nonstaff personnel. Included 
would be off-duty policemen hired as parking lot attendents, 
personnel employed by secretarial and manpower agencies and 
contracted to the school system, etc. 

43 Transportation - services contracted for total pupil trans
portation service, lease of school buses, lease of other transporta
tion services; payments to employees excepted. 

44 Tuition - payments to educational agencies for instructional 
services performed for students for whom the paying district is 
responsible. 

45 Repairs - labor and/or material provided by other than own 
school personnel for maintenance or repairs to sites, buildings, 
fixed equipment and movable equipment. 

46 Insurance - all insurance except that which may be classi
fied as Employee Benefits. 

4 7 Memberships - institutional memberships in accreditating as
sociations, voluntary associations, etc. 

48 Rentals - payments for the use of facilities or equipment. 

4 9 Other Contracted Services ( except utilities). 

50 Contracted Services, Utilities. 

60 Employee Travel - the cost of transportation, meals, lodging, 
and other expenses associated with employees traveling in the 
pursuit of school district business. Travel may be by school
owned, private or commercial vehicles. 

61 Travel Within District - travel performed wholly within the 
school district. 
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62 Travel Outside District - travel which takes the employee out
side the district. Include that within-districttraveldirectlyassocia
ted with a particular trip out of the district. 

7 0 Facilities 

71 Site Purchase - the purchase of any land by a school district. 
Include purchased land completely surrounded by land not own
ed by the school district as well as land abutting property previ
ously owned by the school district. 

72 Site Improvement - all work performed upon the site and its 
adjacent ways, after acquisition by the school district, with the 
exception of buildings. 

73 Building Purchase - the construction or direct purchase of 
a building or an addition to a building. Includes contract price, 
legal fees, architectural fees and other costs directly associated 
with the building purchase. 

7 4 Building Lease or Lease Purchase - record here expenditures 
for leased building regardless of whether title is retained by the 
lessor or transferred to the lessee upon fulfillment of the contract. 

7 5 Building Improvement - construction other than original or 
additions which are made to alter or improve the building. 

80 Equipment - a material item of a nonexpendable nature, 
such as built-in facility, a movable or fixed unit of furniture or 
furnishings, an instru~ent or apparatus, a machine (including 
attachments), an instructional skill-training device, or a set of 
small articles, whose parts are replaceable or repairable, the 
whole retaining its identity and utility over a period of time which 
is characteristic of, and definable for, items of its class. 

165 



Chapter 800 

800. INSTRUCTIONAL PROGRAMS SUBSYSTEM 

801. INSTRUCTIONAL PROGRAMS SUBSYSTEM 
COMMITTEE 

The MSEIP Instructional Programs Subsystem Committee devel
oped a subsystem that will serve the needs of SEA's for in
depth information about instruction in the local schools of that 
state. The dimensions included in this Subsystem are qualita
tively oriented but deal specifically with quantitative data only. 
The intent was to provide a systematic means of identifying the 
entire curriculum of local schools as well as the content of these 
curricula. Consideration was also given to consistency with U.S. 
Handbook VI. Through the systematic approach encompassed 
in this Subsystem, SEA's can accommodate both identification 
and descriptions in detail of the courses, classes, and activities 
which make up the curriculum of a local school. The Subsystem 
itself, through integration with other subsystems, provides the 
means by which other operational applications of state agencies 
are accommodated, such as determining teacher assignment, 
class load, financing of programs, etc. 

The Instructional Programs Subsystem Committee was organized 
in June 1966. Its executive officer was an MSEIP Central Staff 
Supervisor with a background in curriculum. A chairman was 
elected from the membership. The 13 committee members in
cluded a representative from the SEA of each participating state. 
The representatives, appointed by their chief state school offi
cers, were SEA personnel whose positions were either in curricu
lum or closely related. The members of the Instructional Pro
grams Subsystem Committee collectively agreed on the inclusion 
of data items for this Subsystem. 

801.1 Introduction 

The Instructional Programs Subsystem is designed to provide a 
means of gathering and storing data concerning each course 
and section (class) held in each school in each district of an im-
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plementing state. The data will be stored to allow easy and com
plete access to any part. Using the various index tables present
ed in Chapter 500 these data can be utilized with data from any 
or all of the other subsystem data files. The Subsystem will pro
vide the ability to report the data collected about the course and 
section in a wide variety of formats and levels of summary and 
detail. 

The implementation of this Subsystem will depend somewhat 
upon the degree of implementation of the other subsystems, par
ticularly the Personnel and the Pupil Subsystems. Some data 
required by the Instructional Programs data file can be gathered 
by these other subsystems; however, all required data can be 
collected by the Instructional Programs Subsystem. 

This chapter examines the data structure of the Instructional 
Programs file and records. The data items that make up the file's 
data record will be described and defined in complete detail. 
A sample report and possible multiple file uses will also be 
discussed. 

802. INSTRUCTIONAL PROGRAMS DATA FILE 

The Instructional Programs data file consists of a record for 
each course and section held in each organization in each school 
district. Each course/section data record identifies a particular 
course/section with both applicable course number assigned at 
the local level and a course title number which will be standard 
throughout the state. The course title, which is identified by a 
course title number, describes the subject being taught. It, along 
with the content descriptors, can be used to identify the contents 
of a particular course. 

802.1 Instructional Programs Categories 

The c~tegories of Instructional Programs are delineated by the 
mstructional area code of subject area. The instructional/ subject 
area codes and definitions are derived from the U.S. Office of 
Education Handbook VI. A complete listing of these subject 
areas is included with the listing of the course and titles in 
section 806. 3. 

802.2 File Structure and Data Layout 

The structure of the Instructional Programs data file is not 
complicated. All the records in the file are fixed length and have 
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the same format. The 24 data items that make up each course/ 
section record on the Instructional Programs file are described 
on Chart 8-1. Each course/section record will include all these 
24 data items, although several of the data item code structures 
can indicate that the item does not apply (DNA). 

803. FILE CONSTRUCTION CONSIDERATIONS 

The file will be constructed in three logical phases. The phases 
approximate the span of time from the initial development of 
the course to the actual registration of students in each course/ 
section in the course. The three phases could occur at the same 
time or at separate times to fit the processes of each LEA. It 
is quite probable that the first two phases will occur simulta
neously and be followed by the third. Using this approach, the 
process can be set up to fit the requirements of the individual 
states. 

Curriculum Description Phase - this phase of the file develop
ment occurs when each course is first prepared and described. 
The phase serves simply to identify the course with both locally 
assigned course numbers and the course title number which 
will be standard identification on a statewide basis. This phase 
can occur several months before the beginning of the school year. 

Assignment Phase - this phase can occur at the same time or any 
time after the initial phase, but before or very soon after the 
start of the school year. This phase begins the process of defini
tion and description of the particular course. Part of the purpose 
of this phase can be to serve as the vehicle for teacher assign
ment. It further serves to describe in detail the course/section 
as to content, difficulty, types of students, etc. This phase of 
file construction actually facilitates the program of validation of 
teacher assignments that must be accomplished by the SEA. 

Course/Section Phase - this phase has two purposes. The first 
is to indicate the number of pupils that will actually be registered 
in the course/section. The second purpose is to update or cor
rect any of the data items in the particular course/ section record 
that have been introduced in the other two phases. This phase 
of the final development occurs very soon after the beginning 
of the school year. If so desired, this phase may also be ac
complished during the school year ( at the beginning of each term) 
to give a more dynamic quality to the Instructional Programs 
file. 
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Due to the three phases of the file development, it would be pos
sible to maintain two separate types of records in the Instruc
tional Programs file. The first would contain data items concern
ing only the course and its instructional area. There would be 
only one of this type of record for the course/instructional area 
within the particular organization's part of the file. 

The second type of record would serve each particular course/ 
section given for the particular course/instructional area. There 
would be as many of these subordinate records as there were 
sections for the particular course. However, to simplify the file 
structure and to facilitate the use of the indexing system there 
will be one standard record format. This standard format will 
require a duplication of some of the data for each course; how
ever, it is felt that the simpler mechanics of processing req~ired 
for the maintenance of this file with the simpler record format out
weigh the disadvantage of possible added storage requirements. 

803.1 Data Collection 

The collection of the data for the construction of the Instruction
al Programs file will follow the three phases of the file develop
ment. The data collected in the first phase will concern only the 
particular instructional area and course and could be collected 
on a course description form. The actual contents of this collec
tion document will be determined by the implementing state 
because of the variation in state requirements and prescribed 
course plans. 

To collect the data required by the second phase of the file con
struction, a turnaround document could be used. A number of 
forms, one for each anticipated course/section in a particular 
organization, would be produced. This turnaround document 
would be completed ( at the organization) at the time the instruc
tor for the course/section was assigned. This turnaround docu
ment could be the teacher assignment document as well as the 
collection media for the more detailed information concerning the 
contents of the particular section. These completed turnaround 
documents would then be returned to the SEA and would be used 
not only for the updating of the Instructional Programs file, but 
also could be used for the validation of the teacher assignments. 

The third phase of the file construction could be accomplished 
as a by-product of the student registration at the local level. The 
data of student registration could be transmitted from the local 
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organization to the SEA in either detail or summary form. The 
highest level summarization that would be allowed, however, 
would be the number of male pupils and the number of female 
pupils in a particular course/section. This phase could also be 
used to update the entire course/section record. This correction 
process would utilize a standard data correction document. 

803.2 File Sequencing 

The principal sequence of the Instructional Programs data file 
will be determined by district as its major element; organization 
within district as the intermediate element; and course/section 
as its minor element. This course/ section element will be construct
ed from the section number within the local course number with
in an instructional area. The majority of the processing within 
the Instructional Programs Subsystem will be serial. The major 
portion of the sequence - organization within district - is also the 
major sequence determining elements of the other four data 
files within the MSEIP System. 

The Instructional Programs Index, described in Chapter 500, 
has been designed to allow direct access to each of the course/ 
section records in the Instructional Programs data file. The In
structional Programs Index is sequenced on the same basis as 
the Instructional Programs data file. 

804. SAMPLE OUTPUT REPORT 

The data held in the Instructional Programs data file can be re
ported in total, in any combination of data items, in detail or 
summary, etc. The exact manner and content of a report based 
on this file depends on the uses to be made of the data. A detail
ed examination of the use of the data must be accomplished 
before the report is designed. 

Figure 8-1 is a sample report based on the data in the In
structional Programs file. It is a hypothetical report that demon
strates the use of the data in the file. The report is to serve as a 
tool in the evaluation of specific instructional areas of the curricu-
lum of a district. 

The report shows each local course/section within each standard 
course title number for an organization within the district. This 
equates the locally assigned course number with the standard 
state-prescribed course number. 
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The content descriptors (up to seven) are listed for each course/ 
section within an instructional area. The number offemale pupils 
and of male pupils is also given for each course/section. Totals 
are generated for the number of pupils at the end of each course 
and each instructional area. 

805. MULTIPLE FILE USES 

The Instructional Programs Subsystem, like the other four sub
systems, has been designed to provide data in a file that is struc
tured to allow its data to be used in conjunction with other sub
system data. The principal sequence of the Instructional Pro
grams data file ( organization within district) is designed to 
facilitate this interfile usage. The system of index tables described 
in section 504.2 is a further means of interrelating data from 
several files. 

Some possible uses of data from this file with data from other 
files could be: to correlate the background and education level 
of the teachers with the various course/sections they are in charge 
of; to indicate some individual data concerning the pupils in 
the course/ sections within a specific instructional area across all 
districts in the state; and to attach cost figures to the above data 
correlations at the organization and instructional area level, 
if cost data is maintained to that level. 

The above examples are just a few of the possible methods of 
using data from several files with the Instructional Programs 
file as the base file. The actual use of the data from the five 
files of the MSEIP System must be determined by each implement
ing state. The actual schedule of implementation, as well as the 
level of implementation of the five subsystems, is the final 
determinant of the data to be used and type of usage possible. 

806. DATA ITEM LISTINGS, DEFINITIONS, AND 
CODES 

This section will define the actual record that will be held in the 
Instructional Pro grams file for each course/ section in each organi
zation, in each district. Chart 8-1 is the list of data items in the 
Course/Section Record. Section 806.1 is the alphabetically se
quenced definitions of each of these data items. Section 806.2 
is the tabular listing of the codes used in some of these items. 
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806.1 Data Item Listing 

The following chart lists data items in the Course/Section Record. 
Each Course/_Section Record will include all these items, although 
several data item code structures can indicate that the item does 
not apply. 

CHART 8-1. INSTRUCTIONAL PROGRAMS SUBSYSTEM 
COURSE SECTION DATA RECORD 

FIELD 
DATA ITEMS SIZE TYPE 

NO. 
{Definitions on pages 174 lo 179, in DIG/ A,N 

alphabetical order .) CHAR A/N 

1 Instructional Area 2 N 
2 Local Course Number 3 N 
3 Section Number 2 N 
4 Course Title Number 4 N 
5 Sequential Year 1 N 
6 Level of Difficulty 1 N 
7 Year or Grade Level 4 N 
8 Teacher Social Security Number 9 N 
9 Site Number 3 N 

10 Space Number 8 N 
11 School Year 2 N 
12 Term 1 N 
13 Type of Program 2 N 
14 Type of Pupils 1 N 
15 Credit Units 3 N 
16 Course Meets Requirements 1 N 
17 Content Descriptors 21 N 
18 Text Usage 1 N 
19 Teaching Media Used 8 N 
20 Number of Days 3 N 
21 Minutes Per Week 3 N 
22 Percent of Time in Lab. 2 N 
23 Number of Male Pupils 3 N 
24 Number of Female Pupils 3 N 

806.2 Data Item Definitions and Codes 

CON~ENT ~ESCRIPTORS - a series of codes associated with 
each mstruchonal area and used to describe the content of a 
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particular course/section. It is a three-digit code - a maximum 
of seven content descriptors ( 21 digits) is allowed per course/ 
section. The complete list of content descriptors by instructional 
area is in section 806. 3. 

COURSE TITLE NUMBER - the codes that are correlated to 
the various subjects (courses) within each instructional area. The 
complete list of course titles and numbers is in section 806.3. 

COURSE MEETS REQUIREMENT- a one-character code, as 
follows, to show what requirements are met by successful comple
tion of the course. 

Code-Requirement 

0-Does Not Apply 
1 - State Requirement 
2 - School District Requirement 
3 - Both a School District and a State Requirement 
4 - Required for Admission to Higher Education Institutions 
5 - Other Requirements 
6-None 

CREDIT UNITS - expressed in Carnegie units or their equiva
lent to be reported in whole and/ or decimal fractions to the near
est hundredth. If credit units are inappropriate to a given class 
or activity, as in elementary schools, this item should be reported 
as O in all spaces. Example: A class in which 1 ½ Carnegie units 
are given is reported as !115101. 

INSTRUCTIONAL AREA - these two-digit codes are the same 
as the subject area codes found in the U.S. Office of Education 
Handbook VI. The complete group of these codes is listed in 
section 806.3. 

LEVEL OF DIFFICULTY - to better identify the course, the 
modifier which is often part of the course title is used; for ex
ample, Advanced English I. Selection is made from the following 
modifiers: 

Code Modifier and Definition 

0-Does Not Apply 
1- Remedial - Remediation or re-teaching 
2 - Basic - Below average 
3 -Advanced - Above average 
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4 - Honors or College - College advanced standing or gifted 
students 

5 - No Level Indicated - Heterogeneously organized level or 
not structured 

LOCAL COURSE NUMBER - this three-digit number is applied 
to a course by the local district. This is the number used in the 
Instructional Programs Index, section 504.2. 

MINUTES PER WEEK - the total amount of time normally 
scheduled each. week for the class/activity, including classroom, 
laboratory, and related experiences. When classes do not meet 
rigid schedules, the responses should be the best average time. 
Example: A class which meets for six 55 minute periods per 
week ( one of which might be a laboratory)- I 3 l3.IOL 

NUMBER OF DAYS - the number of days the class is sched
uled to meet from the beginning day to the last day of the 
class, either in one term or more than one term, but not requir
ing more than one registration. 

NUMBER OF FEMALE PUPILS - the enrollment of female 
pupils in the course/section. 

NUMBER OF MALE PUPILS - the enrollment of male pupils 
in the course/section. 

PERCENT OF TIME IN LABORATORY - that portion of total 
class time which is allocated to laboratory use. Time in labora
tory has been defined as time spent in supervised or directed 
activities for credit such as science laboratory, shop laboratory, 
field trips, work experience, and other class-related activities 
which are not in the usual classroom but are part of the total 
class experience. 

SCHOOL YEAR - the last two digits of the calendar year during 
which the school year ends. Example: class taught during the 
first semester from September 1967 to January 1968 is reported 
as [[lID. 

SECTION NUMBER - the locally assigned number used to 
identify a class or activity within a course (course/section). 
A class or activity is a group of students which meets for a speci
fied period of time under the direction of a teacher. 
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SEQ UE_NTIAL YEAR - if the course title includes a Roman 
numeral as part of the course title, it is recorded here; otherwise 
this item does not apply. Example: English I. 

Code-Year 
0- Does Not Apply 
1-I 
2-II 
3-III 
4-IV 
5-V 
6-VI 

SITE NUMBER - this is the number that identifies the site on 
which the building( s) that house the organization have been 
constructed. For further explanation see section 606.2. 

SPACE NUMBER - this number is the identifier of the space 
in which the course/section takes place. This number is actually 
an expansion of the Space Identification Number defined in the 
Facilities Subsystem Space Record. It includes Building Number 
(3 digits), Building Unit Code (1 digit), and Space Number (4 
digits). 

TEACHER SOCIAL SECURITY NUMBER- thesocialsecurity 
number ( or other assigned identification number) which is used 
in the personnel record. This is the teacher who has primary 
responsibility for the class or activity. 

TEACHING MEDIA USED - identification of audiovisual, 
mechanical, or other teaching aid which is used in the class. 
That media which is used is selected from the list below. A maxi
mum of eight is allowed per class/section. 

Code-Media 

0-Does Not Apply 
1- Projectors 
2 - Record Players, Recorders, other Audio Equipment 
3 - Library Reference Materials 
4- Chalk Boards 
5 - Manual Displays, for example, Flannel Boards, Posters, 

Graphs, Maps, Charts, Bulletin Boards, etc. 
6- Electronic Computational Equipment 
7 - Laboratory Equipment 
8- Mechanical Equipment 
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TERM - designates the period of time within the school year dur
ing which the class is taught. 

Quarter ( 11 to 15 weeks during regular school year): 

1-Fall 
2-Winter 
3-Spring 
4- Fall, Winter and Spring 
5-Summer 

Semesters ( 16 to 20 weeks during regular school year): 

6-Fall 
7-Spring 
8- Fall and Spring 
9-Summer 
0-Other 

Example: Nine-month course in a school that uses semester 
basis is indicated as[a). 

TEXT USAGE - the use or lack of use of textbooks for class 
purposes is indicated as follows: 

1 - One text is the primary basis of the class. 
2- Multitext is more than one text used as basis of the class. 
3 - No text - class is not based on a textbook but uses other 

resources. 

TYPE OF PROGRAM - to be used only as appropriate; if the 
dass is eligible for special funds, either from state or federal 
sources. 

00- Does Not Apply 

(Federally Funded-except ESEA and OEO) 

01 - Vocational Agriculture 
02 - Vocational Home Economics 
03 - Distributive/Marketing 
04 - Technical Education 
05-Trade and Industry 
06 - Health Occupations 
07 - Office Occupations 
08- Combination of two or more of above 
09- Vocational Rehabilitation 
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(State Specially Funded) 

11 - Special Education 
12 - Driver Education 
13 - Gifted Education 
14 - Compensatory Education 
15-Adult Basic Education 
16- Other State Funded 

TYPE OF PUPILS - The group or groups into which individuals 
are classified when identified by professionally-qualified per
sonnel. 

0-Normal range of pupils 
1 - Gifted and talented 
2 - Slow Learner 
3 - Mentally handicapped 
4 - Physically handicapped 
5 - Socially and/ or emotionally handicapped 
6-Culturally handicapped 
7 - Pupils with learning difficulties 
8- Former dropouts 
9 - Miscellaneous characteristics 

YEAR OR GRADE LEVEL - grade(s) in school in which the 
course is taught. In ungraded schools, the level of the course 
content is equated to the grade which would be used in graded 
schools. If more than one grade level is included, the lower grade 
is reported in the first two spaces, the highest grade in the second 
two. When only one grade level is involved, 0 will be reported 
in the first two characters and the grade is reported only in 
the second two. 

00- Does Not Apply 
20-N 
21-K 
01-1 
02-2 
03-3 
04-4 
05-5 
06-6 

806.3 Course Lists and Codes 

07-7 
08-8 
09-9 
10-10 
11-11 
12-12 
13-13 
14-14 
15-Adult Education 

These lists are for the course titles that were too extensive to be 
included with the item definitions in section 806. 
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Course Title - these coded data items are defined in section 806.2. 
In the lists, each set of course title numbers will be associated with 
its corresponding Instructional Area Code. 

Code Instructional Area 

O 1 - Agriculture 
02-Art 
03- Business Education 
04 - Distributive Education 
05 - English Language Arts 
06- Foreign Language 
07- Health Occupations 
08- Health, Safety, P.E. 
09 - Home Economics 
10- Industrial Arts 
11 - Mathematics 
12-Music 
13-Natural Science 
14 - Office Occupations 
15 - Social Studies 
16-Technical Education 
1 7 - Trades and Industry 
18-General Education 

(Pupil Supervision) 
19-Exceptional Child Edu

cation 

Code Instructional Area 

20- Cocurricular Activities 
21 - Academic Cocurricular 

Activities 
22 -At h 1 et i c Cocurricular 

Activities 
23-Music Cocurricular 

Activities 
24 - School Services Cocur

ricular Activities 
25 - Cocurricular Social Or

ganizations 

30- Driver Education 

50-Homeroom, Elemen
tary (Nondepartmen
talized) 

51-Homeroom, Secon-
dary (Nondepartmen
talized) 

The first two digits in the course title codes are the Instructional 
Area Codes above and should not be repeated when recording 
the course title. 
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01-AGRICULTURE 

Code Course Title 

011000-Agriculture (Nonvocational) 
011100-Agriculture Production (Nonvocational) 
011110-Animal Science (Non vocational) 
011120- Plant Science (Nonvocational) 
011121-Crops (Nonvocational) 
011122- Soils (Nonvocational) 
011130- Farm Mechanics (Nonvocational) 
011140- Farm Business Management (Nonvocational) 
011200-Agricultural Supplies (Nonvocational) 
011300-Agricultural Mechanics (Nonvocational) 
011310-Agricultural Power and Machinery (Nonvocational) 
011400-Agricultural Products (Nonvocational) 
011410-Agricultural Food Products (Nonvocational) 
011420-Agricultural Non-food Products (Nonvocationa] 
011500- Ornamental Horticulture (Nonvocational) 
011540- Landscaping (Nonvocational) 
011600-Agricultural Resources (Non vocational) 
011700- Forestry (Nonvocational) 
011900- Other Agriculture (Non vocational) 

012 000 - Agriculture (Vocational) 
012100-Agriculture Production (Vocational) 
012110 - Animal Science (Vocational) 
012120-Plant Science (Vocational) 
012121- Crops (Vocational) 
012122- Soils (Vocational) 
012130- Farm Mechanics (Vocational) 
012140- Farm Business Management (Vocational) 
012200-Agricultural Supplies (Vocational) 
012300-Agricultural Mechanics (Vocational) 
012310-Agricultural Power and Machinery (Vocational) 
012400-Agricultural Products (Vocational) 
012410-Agricultural Food Products (Vocational) 
012420-Agriculture Non-food Products (Vocational) 
012500-Ornamental Horticulture (Vocational) 
012540- Landscaping (Vocational) 
012600-Agriculture Resources (Vocational) 
012700- Forestry (Vocational) 
012900-Other Agriculture (Vocational) 
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02-ART 

Code Course Title 

020000-Art 
020010-Applied Art 
020020- Major Art 
020030-General Fine 

Art 
020101-Art History 
020104-Art Apprecia

tion 
020105-Art Apprecia

tion and Cul
tural Art 

020106 - Cultural Art 
020200-Art Studio 
020201-Art Talent 
020202-Art Media and 

Techniques 

020210 - Design 
020211- Commercial 

Art 
020220- Commercial 

Design 
020221- Graphics 
020223- Fashion 

Design 
020224-Technical 

Illustrations 
020225-Interior Deco

rating 
020230-Architectural 

and Industrial 
Design 

020232 - Industrial 
Design 

020233- Interior Design 
020235-Special Design 
020236-General Design 

020240- Crafts 
020241-Metal and 

Jewelry 
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Code Course Title 

020242 - Ceramics 
020243-Textile Design 
020244 - Special Crafts 
020245-Arts and Crafts 
020246- General Crafts 
02024 7 - General Crafts 

and Design 

020250- Drawing 
020251-Dra wing and 

Designing 
020252-Drawing and 

Painting 
020253 - Freehand 

Drawing 
020254- Life Drawing 
020255- Posters and 

Display 
020256- School Service 

Art 
020257 - Lettering 

020260- Painting 
020261- Painting, 

Drawing and 
Sculpture 

020262- Watercolors 

020270- Photography 

020280- Printmaking 

020290- Sculpture 

03-BUSINESS EDUCATION 

Code Course Title 

030100-Accounting 
030107 - Data Processing Accou11ting 
030200 -Advertising 
030300- Bookkeeping 
030305- Machine Bookkeeping 
030307 - Record Keeping 
030500- Business Arithmetic 
030600- Business Communications 
030601 - Business English 
030800- Business Finance 
030801- Banking 
030900- Business Law 

031000- Business Machines 
031005 - Office Machines 
031100- Business Psychology 
031300- Office Work Experience 
031301-Business Work-study 
031302-Cooperative Business Education 
031303- Cooperative Office Education 
031304- Vocational Office Education 
031400- Clerical Practices 
031 700- Data Processing and Computer Operations 
031701-Data Processing (Instruction) 
031 702 - Data Processing Systems 
031 704 - Data Processing Programming 
031 706- Data Processing Equipment Operation 
031707-Electric Accounting Machines 

032000-Exploratory Business Practice 
032100- Filing 
032300- General Business 
032~01-Junior Business Training 
032602 - Business Organization and Management 
032604 - Merchandising 
032605- Office Procedures 
032 800 - Office Practices 

033300- Salesmanship 
033400- Shorthand 
033401 - Machine Shorthand 
033402 - Personal Use Shorthand 
033500- Typing 
033501- Personal Typing 
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04-DISTRIBUTIVE EDUCATION 

Code Course Title 

040010-Distributive Education 
040014- Marketing 
040015 - Distribution 
040016- Distribution and Marketing 
040017-Work Experience 
040018-Cooperative Work-study 

040101-Advertising 
040102 -Apparel 
040103 -Automotive and Petroleum 
040104- Finance and Credit 
040105- Food Distribution 
040106-Food Service 
040107 - General Merchandise 
040108- Hardware, Building, and Farm Materials 
040109- Home Furnishings 
040110 ~ Hotel and Lodging 
040111 - Insurance 
040112 - International Trade 
040113 - Management 
040114- Marketing 
040115 - Mid-management 
040116 - Real Estate 
04011 7 - Retail Trade 
040118-Transportation 
040119- Wholesale Trade 
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05-ENGLISH LANGUAGE ARTS 

Code Course Title 

050000- English 
050010-English Fun

damentals 

050020- English Semin
ar 

050030-English Work
shop 

050040- Practical Eng -
lish 

050050 - College Prep 
English 

050060- Business 
English 

050100- Language Skills 
050110- Reading 
050111 - Reading Readi

ness 
050113-Developmental 

Reading 
050116- Individualized 

Reading 
050119- Reading for 

Enrichment 
050120- Handwriting 
050124- Penmanship 
050130- Spelling 
050140-Language Arts 
050141-Vocabulary 

050200- Linguistics 
050220- Grammar 
050221 - Fundamental 

Grammar 
050222 - Language

linguistics 
050223- Language 

Orientation 
050240- History of the 

English Lan
guage 

050241 - Language 
Culture 
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Code Course Title 

050242 - Language 
Background 

050243 - Introduction to 
Language 

050270-Principles of 
Language 

050271-Experimental 
Language 

050272- Exploratory 
Language 

050273- Comparative 
Language 

050274-English as a 
Second Lan
guage 

050275-English for 
Foreigners 

0502 76- General For -
eign Language 

050300- Literature 
050301-General Litera

ture 
050310-American Lit

erature 
050311 -American 

Folklore 
050320-Bible Litera

ture 
050330- Classical 

Literature 
050334 - Poetry 
050337 - Drama 
050340-English Litera-

ture 
050341 - Great Books 
050350-World Litera

ture 
050353- Modern Litera

ture 
050368- Mythology 
050369- Humanities 



05-ENGLISH LANGUAGE ARTS (Continued) 

Code Course Title 

050400- Composition 
05'0420- Writing 
050423- Creative Writ

ing 
050425- Writing 

Laboratory 
050426-Writing Work

shop 
05-0430- Journalism 
05043'9- Publications 

050500- Speech 
050511-Public Speak

ing 
050512 - Debate 
050541 - Radio-Video 

050600 - Dramatics 
05·0610- Stage and 

Drama 

050700- Library Science 

050800- Study Skills 
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06-FOREIGN LANGUAGES 

Code Course Title 

060101 -Arabic (Classical) 
060102 - Chinese (Classical) 
060103 - Greek (Classical) 
060104- Hebrew (Classical/Biblical) 
060105 - Latin (Classical) 
060199 - Other Classical Languages 

06020 I -Arabic, Modern Standard 
060202 -Arabic, Colloquial 
060203 - Chinese, Modern Mandarin 
060204 - Chinese, Cantonese 
060205 - Czech 
060206- English as a Foreign Language 
060207- Finnish 
060208- French 
060209- German 
060210- Greek, Modern 
060211 - Hawaiian 
060212- Hebrew. Modern 
060213 - Italian 
060214 - Japanese 
060215- Norwegian 
060216 - Polish 
06021 7 - Portuguese 
060218- Russian 
060219 - Spanish 
060220- Swedish 
060299- Other Modern Foreign Languages 
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07-HEALTH OCCUPATIONS 

Code Course Title 

( Course title keys used herein represent occupational titles or 
clusters of such titles. Preparation for these occupations consists 
of subject matter content drawn from other subject areas, as well 
as content designed for and unique to the specific occupation.) 

070100-Dental Services 
070101-Dental Assistant 
070102 - Dental Hygienist 
070103 - Dental Laboratory Technician 
070120- Clinical Laboratory Technician 
070130-Dental Mechanics, Technician 

070200- Medical Services 
070201- Cytology Technician 
070202 - Histology Technician 
070203- Medical Laboratory Assistant 
070204 - Nurse, Associate Degree 
070205- Nurse, Practical (Vocational) 
070206- Nurses Aide 
070207 - Biomedical Technician 
070208- Hospital Food Service Supervisor 
070209- Inhalation Therapy Technician 
070210- Medical Records Technician 
070211- Medical X-Ray Technician 
070212-Optician 
070213- Surgical Technician 
070214- Occupational Therapy Assistant 
070215-Physical Therapy Technician 
070216 - Medical Technician, General 

070220- Nursing 
070230- Medical Assistant 
070240- Optometric Assistant 
070241 - Optometric Mechanics, Technician 
070242 - Radiological Health Technician 
070243- Premedical 
070244 - Optical Mechanics 
070245- Hospital Ward Aide 

070301- Electroencephalograph Technician 
070302 - Health Education Technician 
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07 - HEALTH OCCUPATIONS (Continued) 

Code Course Title 

070303 - Home Health Aide 
070304- Medical Emergency Technician 
070305- Medical Psychiatric Social Worker Assistant 
070306- Nuclear Medical Technician 
070307-Orthoptic Technician 
070308- Orthotist 
070309- Radiation Therapy Technician 
070310- Operating Room Technician 
070320- Medical Library Assistant 
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OB-HEALTH, SAFETY, PHYSICAL EDUCATION 

Code Course Title 

080100- Health 
080105 - Sex Education 
080106 - First Aid 
080110- Health and Physical Education 
080120- Health and Safety 

080200- Safety 

080400- Physical Education 
080401-Adaptive Physical Education 
080403- Physical Education, Coeducational 
080406- Individual Sports 
080409- Team Sports 
080413- Physical Education, Female 
080419 - Varsity Sports, Female 
080423-Physical Education, Male 
080429- Varsity Sports, Male 

080500- Recreation 

080600- R.O. T.C. Drill 
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09- HOME ECONOMICS 

Code Course Title 

090000-Home Economics (Nonvocational) 
091001- Homemaking (Nonvocational) 
091010- Comprehensive Home Economics (Nonvocational) 
091020-Child Development (Nonvocational) 
091030- Clothing and Textiles (Nonvocational) 
091031 - Dressmaking (Non vocational) 
091032-Costume Design/Selection (Nonvocational) 
091033-Glovemaking (Nonvocational) 
091034-Millinery (Nonvocational) 
091035-Tailoring (Nonvocational) 
091036-Weaving (Nonvocational) 
091040-Consumer Education (Nonvocational) 
091060- Family Relations (Non vocational) 
091061-Family Living (Nonvocational) 
091062-Modern Family Living (Nonvocational) 
091063-Personal Family and Social Relations (Nonvocation-

al) 
091064-Personal Living (Nonvocational) 
091065 - Training for Marriage (Non vocational) 
091070- Foods and Nutrition (Nonvocational) 
091071-Nutrition (Nonvocational) 
091080-Home Management (Nonvocational) 
091090- Housing and Home Nursing (Nonvocational) 
091110- Health and Home Nursing (Nonvocational) 
091120- Home Economics Seminar (Nonvocational) 
091150- Home Services (Nonvocational) 

092000-Home Economics (Vocational) 
092001 - Homemaking (Vocational) 
092010-Comprehensive Home Economics (Vocational) 
092020-Child Development (Vocational) 
092030- Clothing and Textiles (Vocational) 
092031-Dressmaking (Vocational) 
092032 - Costume Design and Selection (Vocational) 
092033- Glovemaking (Vocational) 
092034-Millinery (Vocational) 
092036- Weaving (Vocational) 
092040-Consumer Education (Vocational) 
092060- Family Relations (Vocational) 
092061- Family Living (Vocational) 
092062 - Modern Family Living (Vocational) 
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09-HOME ECONOMICS (Continued) 

Code Course Title 

092063- Personal Family and Social Relations (Vocational) 
092064- Personal Living (Vocational) 
092065-Training for Marriage (Vocational) 
092070- Foods and Nutrition (Vocational) 
092071-Nutrition (Vocational) 
092080-Home Management (Vocational) 
092090-Housing and Home Furnishings (Vocational) 
092110-Health and Home Nursing (Vocational) 
092150- Home Services (Vocational) 
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10- INDUSTRIAL ARTS 

Code Course Title 

100000- Ind us trial Arts 
100010- Industrial Arts 

Theory 
100020-Industrial Arts 

Shop 
100030- Industrial Arts 

Laboratory 

100100- Construction 
100101 - Pre-engineering 
100102 - Pre-engineering 

Shop 
100110-Carpentry 
100120- Cabinetmaking 

100200- Crafts 
100201-Art Metals 

Crafts 
100202 - Ceramics 

Crafts 
100204- Plastics Crafts 
100205- Leather Crafts 
100206- Textiles Crafts 
100207 - Creative Crafts 
100208- Upholstery 

100300- Drafting 
100301 -Drafting 

Architectural 
100305-Drawing, Engi

neering 
100307 - Drawing, 

Mechanical 
100309-Drawing, 

Machine 
100319- Drawing, Shop 
100329- Blueprints 
100339-Patternmaking 

100400- Electricity and 
Electronics 

100401-Electricity 
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Code Course Title 

100403 - Electronics 
100404-Radio Techni

cal Electricity 

100500-Elementary Indus
trial Arts 

100502- Handicrafts 

100600- General I. A. Shop 
100604 -Applied Shop 

100700- Graphics 
100701-Graphic Arts 
100702-Photography 
100704-Printing 
100705-Graphic Arts 

Industries 
100706- Lettering 

100800- Home Mechanics 

101200- Industrial Materi
als and Processes 

101201- Fluid Power 
101202- Industrial Ma

terials 
101204-Industrial Pro

cesses 
101210- Industrial Sur

vey 

101300-Manufacturing 
101310-Group Manu

facturing 
101320- Industrial 

Technology 
101330-J ob Orienta

tion 

101400- Metalworking 
101402-Machine Shop 
101405- Welding 



10-INDUSTRIAL ARTS (Continued) 

Code Course Title 

101406-General Metal 
Shop 

101407 - Foundry 

101500- Plastics 

101600- Power Machines 
101601-Auto 

Mechanics 
101603- Mechanics 
101604-Transportation 
101605 -Aeronautics 
101606- Gasoline 

Engines 
101607 - Machines 
1 0 1608- Machine Tech

nology 
101609- Mill work 

101800- Services 
101801-Surveying 
101802- Surveying 

Stress and 
Design 

101803 - Stagecraft 
101804 - Gardening 

101900-Woods 
101901 - Woodworking 
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11-MATHEMATICS 

Code Course Title 

110000- Mathematics 
110091-Accelerated Mathematics 
110092 - Higher Mathematics 
110093 - Intensive Mathematics 
110094 - Integrated Mathematics 
110095- Modern Mathematics 
110096 - Scientific Mathematics 
110097 - Set Theory Mathematics 
110100 -Arithmetic 
110300-Algebra 
110305 - College Algebra 
110306-Advanced Algebra and Solid Geometry 
110390-Modern Algebra 
110400-Algebra and Trigonometry 
110500- Applied Mathematics 
110501- Business Arithmetic 
110502 - Consumer Mathematics 
110503 - Shop Mathematics 
110590- Industrial Arts Mathematics 
110600 - Calculus 
110700-Calculus with Analytic Geometry 
11080Q- Computer Mathematics 
110900 - Functional Mathematics 

111100- General Mathematics 
111113-Algebra and Statistics 
111200- Geometry 
111201-Analytic Geometry 
111202- Plane Geometry 
111203- Plane and Solid Geometry 
111204 - Solid Geometry 
111290- Integrated Geometry 
111300 - Analysis 
111400- Liberal Arts Mathematics 
111500-Probability and Statistics 
111600- Trigonometry 
111690- Geometry and Trigonometry 
111901- Beta Mathematics 
111902 - Math Analysis 
111904-School Math Stµdy Group (SMSG) 
111905 - University of Illinois Committee School Math 

. (UICSM) 
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12-MUSIC 

Code Course Title 

121000 - General Music 
121010-Public School Music 

122000-Music Literature and/or History 
122020-Music Appreciation 

123000- Music Theory 
123020-Theory and Harmony 

124000- Vocal Music 
124010-Choir 
124011- Chorus, Female 
124012-Chorus, Male 
124013-Chorus, Mixed 
124020-Voice 
124022-Applied Music, Private Vocal 
124030- Choral Ensemble 
124111- Glee Club, Female 
124112-Glee Club, Male 
124113-Glee Club, Mixed 

125000-Instrumental Music 
125010-Band 
125011-Concert Band 
125012-Marching Band 
125013-Stage Band 
125014-Drum and Bugle Corps 
125015-Majorette - Twirling 
125020- Orchestra 
12503',1 - Instrumental Ensemble 
125040-Instrumental Techniques 
125042-Applied Music, Private Instrumental 
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13-NATURAL SCIENCES 

Code Course Title 

132000- Biological Science 
132001- Biology 
132010-Applied Biolo

gy 
132020- Biology 

Laboratory 
132030-Marine 

Biology 
132040- Radiation 

Biology 
132050- Laboratory 

Research 
Biology 

132060-Biological 
Science 

132070-Biological 
Science Cur
riculum Study 
(BSCS) 

132100-Botany 
132200-Microbiology 
132300- Zoology 
132401-Anatomy 
132420- Physiology 
132511-Ecology 
132600-Science and 

Health 
132812-Entomology 

133000 - Physical Science 
133001 - General Science 
133008- Electricity 
133009- Electronics 
133010-Applied Science 
133019-Nuclear 

Science 
133033- Thermody

namics 
133091-Practical 

Science 
133100- Chemistry 
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Code Course Title 

133105- Chemical Bond 
Approach 

133110-Applied 
Chemistry 

133113-Inorganic 
Chemistry 

133120-Chemistry 
Laboratory 

133122- Organic 
Chemistry 

133125- Qualitative 
Analysis 

133126- Quantitative 
Analysis 

133130-Chemistry 
Study 

133200-Physics 
133210-Applied 

Physics 
133219- Nuclear 

Science 
133220-Physics 

Laboratory 
133221-Optics 
133250-Laboratory 

Research 
Physics 

133252-Physics, Physi
cal Science 
Study Commit
tee (PSSC) 

133300- Science of 
Photography 

134000- Earth-Space 
Science 

134001-Aeronautics 
.134005 - General Earth 

Space Science 
134010-Applied Earth 

Science 



13-NATURAL SCIENCES (Continued) 

Code Course Title 

134100-Astronomy 
13410·1 - Space Science 
134105- Cosmology 
134200- Geology 
134201- Conservation 
134210- Hydrology 
134215-Paleonotology 
134216- Physkal 

Geography 
134217 - Soil Science 
134300- Meteorology 
134304-Climatology 
134400- Oceanography 
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14-OFFICE OCCUPATIONS (see Business Education) 

Preparation for these occupations consists of subject matter con
tent drawn from other subject areas. To use this subject area 
for reporting, choose course title keys from Business Educa
tion, but change the code number of these course title keys as 
follows: Drop the first two digits of the Business Education course 
code (03) and substitute the Office Occupations course code 
( 14 ). Content descriptors can be used from Business ~ducation 
without any change, or they can be omitted entirely. 

Example: To report accounting, course title key-0;30100 as 
an Office Occupation course, drop the digits 03 and use 14 in
stead. The code number then becomes 140100 for accounting 
as an Office Occupation course. · 
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15-SOCIAL SCIENCES 

Code Course Title 

150000 - Social Science 

150100-Anthropology 

150200-Area Studies (Mul
tidisciplinary) 

150214-Western 
Europe 

150300- Citizenship 
150301 - Community 

Civics 

150400-Conservation 

150500- Consumer Educa
tion 

150600- Economics 
150603 - Consumer 

Economics 
150605-Money and 

Banking 
150607 - Principles of 

Economics 
150608-Occupations 
150609-Occupational 

Planning 
150699- Economic 

Problems 

150700- Geography 
150702- Human 

Geography 
150703 - Physical 

Geography 
150723- Economic 

Geography 
150724 - Government 

and Geogra
phy 
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Code Course Title 

150727 - Commercial 
Geography 

150751- U.S. Geogra
phy 

150752-World Geogra
phy 

150800 - History 
150810-American 

History 
150811-American His

tory and World 
Backgrounds 

150812-North Ameri
can History 

150813 - Northwest His
tory 

150814-Canadian His
tory 

150820- Local History 
150830-Modern His

tory 
150831 - Contemporary 

History 
150832 - Modern Euro

pean History 
150840-Non-Western 

History 
150841- Old World 

History 
150842-0 rien ta 1 His

tory 
150843- Russian His

tory 
150844 - Far Eastern 

History 
150845-European His

tory 
150846-English 

History 
15084 7 - Eastern Hemi

sphere 

15- SOCIAL SCIENCES (Continued) 

Code Course Title 

150848-Asian History 
150849- Latin America 
150850-State History 
150851 - Regional His-

tory 

150853 - Southwest His
tory 

150854 - History of the 
South 

150855-New England 
History 

150860- United States 
History 

150861 - Colonial His -
tory 

150862-American Stud
ies 

150870-Western Civili
zation 

150871- Western Euro
pean History 

150872 - Western Hemi
sphere 

150880-World Civiliza
tion 

150881-World Cultures 
150882 -Ancient 

History 
150883 - Ancient - Medie

val History 
150884- Bible History 
150885 - Medieval His

tory 
150886- History of Civi

lization 
150890-World History 
150891- History of Na

tions 
150892- Industrial His

tory 
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Code Course Title 

150893-Negro History 
150894 - Economic His

tory 
150895- Ethnic History 

150900 - Philosophy 
150904 - Logic 
150990- Law 

151000- Political Science 
151001-American Gov

ernment 
151002-Comparative 

Systems 
151004-World Problem 
151005 - International 

Relations 
151008- Government 
151009- Problems 
151010-American Con-

temporary 
Problems 

151011 -American Insti
tutions 

151012 -American Stud
ies 

151013- Problems of 
Democracy 

151014-State's Govern
ment 

151015- U.S. Govern
ment 

151040- Contemporary 
Civilization 

151100 - Psychology 
151101 - Developmental 

Psychology 
151102 - Educational 

Psychology 



15-SOCIAL SCIENCES (Continued) 

Code Course Title 

151103 - General 
Psychology 

151105 - Social 
Psychology 

151200- Sociology 
151201-Social Studies 
151202 - Social Studies 

Seminar 
151205-Social 

Problems 
151242- Family Life 
151243 - Religion 
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16-TECHNICAL EDUCATION 

Code Course Title 

160100 - Engineering Tech
nology 

160101-Aeronautical Tech
nology 

160102 - Agricultural Tech
nology 

160103-Architectural Tech
nology 

160104-Automotive Tech
nology 

160105- Chemical Technol
ogy 

160106- Civil Engineering 
Technology 

160107 - Electrical Technol
ogy 

160108 - Electronics Tech -
. nology 

160109 - Electro-mechanical 
Technology 

160110-Air Conditioning, 
Refrigeration, and/ 
or Heating Me
chanics 

160111- Industrial Technol
ogy 

160112- Instrumentation 
Technology 

i60113-Mechanica 1 De
sign/Production 

160114- Metallurgical 
Technology 

160115-Nuclear Technol
ogy 

160116-Petroleum Technol
ogy 

160118- Microminization 
Technology 

160119-Drafting Design 
Technology 
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Code Course Title 

160163- Building and Con
tracting Technolo
o gy 

160169- Safety Engineering 
Technology 

160300- Health Technology 

160400- Office Related Tech
nology 

160502 - Commercial Pilot 
Training 

160503 - Fire and Safety 
Technology 

160504 - Forestry Technol
ogy 

160505 - Marine Technol
ogy 

160901-Mortuary Technol
ogy 

160902 - Television Produc
tion 

160903 - Technical Writing 
160904 - Radiological Tech

nology 
160905 -Aerospace Tech -

nology 
160906- Communications 

Technology 
160907 - Technical Tr a in -

ing, other 
160908- Meteorological 

Technology 
161000 - Data Processing 

Technology 
161010-Co mpu ter Pro

gramming 
16102 0 - Systems Analysis 



17-TRADES AND INDUSTRY (INDUSTRIAL EDU
CATION) 

Code Course Title 

170100-Air Conditioning 
170102- Heating 
1 70200-Appliance Service 

and Repair 
170301-Automotive Body 

Repair and Re
finishing 

170302-A utomoti ve Me-
chanics 

1 70400-Aircraft M. & Op. 
170401 -A via ti on Mechan

ics 
1 70402-Aviation, Ground 

Op. 
170409-Aviation Sheet 

Metal 
1 705·00- Blueprint Reading 

and Estimation 
1 70600- Business Machines 

Mechanics 
170700-Commercial and 

Advertising Art 
170701- Interior Decorating 
170800- Fishing, Commer

cial 
170900-Photography and 

Photo-Finishing 

171000-Building and 
Trades 

171001 - Carpentry 
171002- Electric Wiring 
171003-Heavy Equipment 
171004-Brick Masonry, 

Blocklaying, Tile 
Setting 

171005-Painting and Deco
rating 

171006- Plastering 
171007 - Plumbing and Pipe 

Fitting 
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Code Course Title 

171008-Glazing 
171009- Cement Finishing 
171010 - Steam Fitting 
171020- Roofing 
171100-Custodial Service 

and Building 
Maintenance 

1 71200- Diesel Mechanics 
171300-Drafting 
171301-Mechanical Draft-

ing 
171302-Structural Drafting 
171303- Electrical Drafting 
171311-Patternmaking 
171401- Electricity, Indus-

trial 
1 71402 - Electric Line Ser

vice 
171403-Electric Motor/ 

General Mechanics 
1 71500 - Electronics 

171501 - Telephone Installa
tion and Repair 
Service 

1 71503 - Radio and Televi
sion Service 

171504-Radio Communi-
cation 

1 71505 - Television Studio 
M&Op. 

1 71509 - Electronic Mechan
ics and Assembly 

171512-C omputer Main
tenance 

17-TRADES AND INDUSTRY (Continued) 

Code Course Title 

1 71600 - Dry Cleaning and 
Laundry 

171700- Industrial Supervi
sion and Foreman
ship 

171900-Graphic Arts 
171901- Lithography 
1 71902 - Engraving 
1 71903 - Printing 
1 71904 - Mechanical Shop 

Drawing 
171910-Cartography 

172100 - Instrument Repair 
172102 - Watchmaking 
172200- Maritime Occupa-

tions 
172300-Iron Work 
172301 - Foundry 
172302-Machine Shop 

Work 
172303-Power Machine 

Tool Operation 
172304-Tool and Die Mak-

ing 
172305- Sheet Metal Work 
172306- Welding 
172309- Lathing 
172310- Millwrighting 
172400- Metallurgy 
172500-Nucleonics 
172601-Barbering 
172603- Cosmetology 
172640- Massage 
172700- Plastics 
172800-Public Service 
172801- Fire Fighting 
172802- Law Enforcement 
1 72900 - Food Trades 
172903 - Meat Cutting 
172920- Commercial Cook-

ing and Baking 

Code Course Title 

1 73000- Refrigeration 
173100-Gasoline Engine 

Mechanics 
173200-Petroleum and Nat

ural Gas 
173210 - Boilermaking 
173220-Water and Sewage 

Plant Operation 
1 73300- Garment Making, 

Commercial 
173301-Needle Trades 
1 73302 - Tailoring 
173400-Shoe Repair 
173500- Upholstery 
1 73600- Woodworking 
173601-Cabinet Making, 
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Millwork, and Fur
niture Making 

173609- Furniture Repair 

174000-Mechanics 
174010-Hydra ulic Me-

chanics 
174020-Maintenance and 

Op. Mechanics 
174030- Machinery Repair 
174310- Railroad Engineer

ing and Firing 
174320- Railroad Tele

graphy and Station 
Agency Work 

174330-Railro ad Trairi 
Work 

174600-Trade Science 

175100-Landscaping and 
Ind us trial Nursery 
Work 

175200-Surveying 

1 76000- Transportation 
Trades 



17-TRADES AND INDUSTRY (Continued) 

Code Course Title 

176101-Vehicle Driving, 
Commercial 

176200-Navigation 

179000- Exploratory Voca
tional 
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18-GENERAL ELEMENTARY EDUCATION AND GEN
ERAL SECONDARY EDUCATION 

Code Course Title 

(Handbook VI-identifies "selected types of instructional or
ganization for carrying on instruction.") 

180100 - General Elementary Years and Grades 
180101-Early Elementary Years or Grades, Early Child-

hood Education 
180102 - Intermediate Elementary Level 
180103- Upper Elementary Level 
180111-Nursery-Kindergarten Level 
180112 - Primary Level 
180119-0ther Early Elementary Organization 
180199- Other Plan for General Elementary Year or Grades 

180200 - Middle School Level 
180300-General Secondary Years or Grades 
180301-Junior High School Level 
180302 - Senior High School Level 
180399-0ther Secondary School Level (see Code 5X for Non-

departmentalized Homerooms) 

Courses/ Activities Not Elsewhere Classified 

180410- Cadets 
180411- Medical Cadet Corps 
180412- Military Science 
180413- R.O. T.C. 

• 180420- Cooperative Program 
180421- Special Group Instruction 
180422-Work Experience 
180430 - Guidance 
180431 - Group Guidance 
180440-School Service 
180450-Teacher Training, In-service 
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19-EXCEPTIONAL CHILD EDUCATION/DIFFEREN
TIALIZED CURRICULUM 

Code Course Title 

190000- Special Education 
190100- Special Education Communications 
190500- Exceptional Child Education 
190900- Differentialized Curriculum, General 

191000- Intellectually Disabled (Mentally Handicapped) 
191010-Educable Mentally Handicapped 
191020- Trainable Mentally Handicapped 
191030- Learning Disabilities 

192000- Physically Handicapped 
192010-Speech Handicapped 
192030- Physically Handicapped, Crippled 
192040- Physically Handicapped, Aurally 
192050- Physically Handicapped, Visually 
192060- Multihandicapped 
192070-Multihandicapped, Deaf-Blind 
192071- Multihandicapped, Deaf-Mentally Handicapped 
192072- Multihandicapped, Blind-Mentally Handicapped 
192073- Multihandicapped, Crippled and Deaf or Blind 
192080- Physical Therapy 

193010- Emotionally Handicapped 

194000- Varying Exceptionalities 
194010- Occupational Therapy 
194050- Special Services 

195000- Socially and Emotionally Handicapped 
195010- Culturally Handicapped 

199000- Intellectually Superior ( Mentally Gifted) 
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20-COCURRICULAR ACTIVITIES 

Activities which are cocurricular are noncredit and are usual
ly related to the total curriculum either during or outside of 
the regular scheduled school program. 

Each of the five kinds of cocurricular activities, Academic, 
Athletic and Sports, Music, Service and Social are coded by 
groups. Code 20 should be used only when the activities are 
so broadly defined that they cannot be placed in one of these 
groups or when they involve several groupings. 
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21-COCURRICULAR ACTIVITIES, ACADEMIC 

Code Course Title 

210101-Art Club 
210102-Biology Club 
210103- Boys Nation 
210104-Debate Club 
21O105 - Distributive Education Clubs of America 
210106-Dramatics Club 
210107-Family Living Club 
210108-4-H Club 
210109- Foreign Language Club 
210110-Future Business Leaders of America 
21 0 111 - Future Farmers of America 
210112- Future Homemakers of America 
21 O 113 - Future Teachers of America 
210114-Girls Nation 
21 0 115 - International Relations Club 
210116-Journalism Club 
21 0 11 7 - Junior Achievement, Incorporated 
210118 - Literary Club 
210119-Mathematics Club 
210120-Music Club 
210121-National Honor Society (NEA) 
210i22-National Junior Honor Society (NEA) 
210123- National Thespian Society 
210124-Photography Club 
21O125 - Quill and Scroll 
210126-Science Club 
210127-Science Fair, International 
210128-Social Studies Club 
210129-Speech Club 
210130-Student Nurses Association 
210131-Trades and Industrial Education Club 
210132-Voice of Democracy 
210133- Young Farmers Association 
21 0 199- Other Academic Cocurricular Activities 
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22-COCURRICULAR ACTIVITIES, ATHLETICS AND 
SPORTS 

Code Course Title 

220201-Aquatics (includes swimming) 
220202 -Archery 
220203 - Badminton 
220204- B&seball 
220205- Basketball 
220206- Bowling 
220207 - Cheerleading 
220208- Cross Country 
220209- Field Hockey 
220210- Football 
220211 - Girls Athletic Association 
220212-Golf 
220213- Gymnastics 
220214-Riflery 
22 0215 - Snowskiing 
22 0216 - Soccer 
22021 7 - Softball 
220218-Tennis 
220219-Track and Field 
220220-Twirlers 
220221-Volleyball 
220222 - Wrestling 
220299-0ther Athletic and Sport Cocurricular Activities 
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23-COCURRICULAR ACTIVITIES, MUSIC 

Code Course Title 

230301- Combo 
230302- Conce-rt Band 
23.0303 - Dance Band 
230304-Drum and Bugle Corps 
230305 - Marching Band 
230306-Pep Band 
230307 - Choir 
230308-Chorus 
230309- Instrumental Ensemble 
2 30310- Voice Ensemble 
230311-Glee Club 
230312 - Music Production 
230313- Orchestra 
230399- Other Music Cocurricular Activities 
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24-COCURRICULAR ACTIVITIES, SERVICE 

Code Course Title 

24040 I -Audiovisual Assistant 
240402 - Class Officer 
240403 - Film Projectionist 
240404 - Laboratory Assistant 
240405 - Library Assistant 
240406- National Junior Red Cross 
240407 - National Student Traffic Safety Program 
240408- Office Assistant 
240409- Poster and Display Club 
240410-School Newspaper Photographer 
240411 - School Safety Patrol 
240412-School Service Club 
240413 - Student Council, National Association of 
240414- Student Union and/or Student Activity Center 
240499-Other School and/or Public Service Cocurricular 

Activities 
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25-COCURRICULAR ACTIVITIES, SOCIAL AND OTHER 

Code Course Title 

250501-Boy Scouts of America 
250502- Camp Fire Girls 
250503- Creative Dance 
250504- Cub Scouts 
250505- Folk Music Club 
250506- Girls Recreation Association 
250507-Girl Scouts of the U.S.A. 
250508- Hi-Y 
250509- Hobby Club 
250510-Junior Hi-Y 
250511-Junior Tri-Hi-Y 
250512-Stamp Club 
250513-Tri-Hi-Y 
250514- Y.M.C.A. 
250515- Y-Teens 
250516- Y.W.C.A. 
250599- Other Social Cocurricular Activities 
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30-DRIVER EDUCATION 

Code Course Title 

300300- Driver Education 
300304 - Driver Education, Behind the Wheel 
300310- Driver Education, Classroom 
300320- Driver Education, Simulator Trainee 
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5X- NONDEPARTMENTALIZED 

When the instructional program or segments of it are nonde
partmentalized and cannot appropriately be reported by sub
ject area, they can be · reported by using these codes. Since these 
progr~ms are usually organized around a homeroom, that is 
the terminology employed here to refer to them. · 

Code Course Title 

500000- Homeroom, Elementary 
5100.00- Homeroom, Secondary 
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806.4 Content Descriptor Lists and Codes 

These lists are for the content descriptors, of the data items, that 
were too extensive to be included with the item definitions in 
section 806. 

Content Descriptors - these coded data items are defined in sec
tion 806.2 and are used to describe the content of a course/ 
section. The use of content descriptors in the Instructional Pro
grams Subsystem is predicated on the assumption that they 
provide a means of describing the curricula found in schools 
today. The scope of coverage is from nursery (prekindergarten) 
through grade 14 or equivalent. 

Several subjects are unusual enough that a different means of 
describing them is employed. Because the content of certain 
areas is largely occupationally oriented, the classifications used 
in Handbook VI identify only clusters of occupations rather 
than discrete subject mattercontent. Therefore, content descriptors 
are not given for the Areas of Industrial Education, Technical 
Education, Office Occupations, Health Occupations or Cocurric~
lar Activities. 

The Instructional Area of Foreign Languages is analogous to 
the occupationally oriented areas of vocational education. Hand
book VI does not provide for description of content such as 
skill development or other discrete aspects of each language. 
Instead, only the names of specific languages are given. There
fore, the content descriptors used here are not attributable to 
the Handbook. In several other subject areas handbook terminol
ogy has been supplemented where, in the judgment of the In
structional Programs Subsystem Committee, obvious inadequa
cies existed. 

The following lists of Content Descriptor Codes are organized 
by Instructional Area. 
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01-AGRICULTURE 

Code Content Descriptors 

100- Production Agriculture 
101 -Animal Science 
102 - Plant Science 
103 - Farm Mechanics 
104 - Farm Business Management 

200-Agricultural Supplies 
201-Agricultural Chemicals 
202 - Livestock Feeds 
203-Seeds 
204 - Fertilizers 

300-Agricultural Mechanization 
301-Agricultural Power and Machinery 
302 -Agricultural Structures and Conveniences 
303- Soil and Water Management 
304 -Agricultural Mechanics Skills 
306-Agricultural Electrification 
307 - Metal Working Shop 
308-Woodworking Shop 

400-Agricultural Products 
401- Food Products 
4 99 - Other Agricultural Products 

500- Ornamental Horticulture 
501 -Arboriculture 
502 - Floriculture 
503 - Greenhouse Management 
504 - Landscaping 
505- Nursery Operation 
506- Fine Turf Management 

600- Agricultural Resources 
601- Forests 
602 - Recreation Resources 
603-Soil 
604 - Wildlife 
605-Water 
606-Air 

900- Other Agriculture 
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02-ART 

Code Content Descriptors 

101 - Art History 
102 -Art Theory 
103-Humanities, Including 

Performing Arts 

200-Art Studio 

210- Basic Design 
211- Two-D Design 
212-Three-D Design 

220- Commercial Design 
221-Advertising and 

Graphic Arts 
222 - Design for Performing 

Arts 
223- Fashion Design 
224 - Technical Illustration 

230- Environmental Design 
2 31 -Architectural Design 

240-Crafts 
241-Metalwork and Jewel-

ry 
242 - Pottery Forming and 

Ceramics 
243-Textiles 
244-Metal Finishing, Cast

ing, Forging, Solder
ing, and/or Brazing 

245-Lapidary 
246-Glazing 
247-Wea ving, Hooking, 

. and/ or Stitchery 
248-Wood and Leather 

Crafts 
249- Other Crafts 

250-Drawing 
251-Contour Drawing 
252-Gesture Drawing 

Code Content Descriptors 
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253-Shading 
254- Linear Perspective 
255-0ther Drawing 

2 60- Painting 
261 - Oil Painting 
262- Watercolor 
263 - Tempera Painting 
264 - Casein Painting 
265- Using Synthetic Paints 

270- Photography 
271-Film Development and 

:Production 
272 - Photomontage 
273- Camera Mechanics 
2 7 4 - Motion Pictures 
275-Photography Lighting 

2 80- Printmaking 
281- Intaglio 
282-Relief 
283- Planographics 
2 84 - Stencil 
285-Etching, Engraving 

and/or Lithography 
286-Wood and Linoleum 

Arts 
287 - Lettering and/or Calli

graphy 
288- Serigraphy (silk 

screen) 

290-Sculpture 
291-Casting Sculpture 
292 - Sculpture Media 

900- Other Art 



03-BUSINESS EDUCATION 

Code Content Descriptors 

010-Accounting 
011-Accounting Principles 
012-Accounting Systems 
013-Advanced Accounting 
014-Auditing 
015 - Cost Accounting 
016-C.P.A. Review 
017-Data Processing Ac-

counting 
018- Government and Insti

tutional Accounting 
019- Intermediate Account

ing 
020- Managerial Account-

ing 
021- Payroll Accounting 
023-Secretarial Accounting 
024- Tax Accounting 
030- Bookkeeping 
035 - Machine Bookkeeping 
036- Payroll Record Keep-

ing 
03 7 - Record Keeping 
040- Budget Control 
050 - Business Arithmetic 
060- Business Communica-

tions 
062 - Report Writing 
070- Business Ethics 
080- Business Finance 
090- Business Law 

100- Business Machines 
103- Calculating and List-

ing Machines 
104 - Duplicating Machines 
109-Other Business Ma-

chines 
110- Business Psychology 
120- Business Statistics 
130-Business Work Experi-

ence 
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Code Content Descriptors 

140- Clerical Practices 
170-Data Processing and 

Computer Operation 
1 71 - Introduction to Data 

Processing 
1 71- Data Processing Sys

tems 
174-C o mpu ter Program

ming 
175 - Computer Operation -

Introduction 
176-Processing Equipment 

Operation 
1 79 - Other Data Processing 

200- Exploratory Business 
210-Filing 
220- Filing and Record Con

trol 
230-General Business or In-

troduction to Business 
240- Insurance 
250- Investments 
260-Management Prin-

ciples 
261- Business Principles 
262 - Business Organization 

and Management 
263- Labor Management 

Relations 
2 80- Office Practice 
290- Personal Development/ 

Human Relations 

300- Personal Finance 
330-Salesmanship Princi

ples 
339-Other Salesmanship 

340-Shorthand Steno
graphic and Secretarial 

341- Machine Shorthand 

03-BUSINESS EDUCATION (Continued) 

Code Content Descriptors 

342 - Personal Shorthand 
343 - Shorthand Theory 
344 - Specialized Shorthand 

Terminology and 
Transcription 

345- Shorthand Dictation 
346-Shorthand Speed 

Building 
34 7 - Shorthand Transcrip-

tion 
348- Machine Transcription 
34 9- Secretarial Practice 
350- Typewriting 
351- Personal Typewriting 
352 - Production Typing 

990- Other Business 

221 



04-DISTRIBUTIVE EDUCATION 

Code Content Descriptors 

002 - Business 
004 - Communications for 

Distribution 
005-Economics of Con

sumption 
006- Economics of Mar-

keting 
011 - Expense Control 
012- Human Relations 
013 - Mathematics of Distri

bution 
099- Other Allied Subject 

Matter 

101 -Advertising Services 
102 -Apparel and Accessor

ies 
103-Automotive and- Pe-

troleum 
104 - Finance and Credit 
105 - Food Distribution 
106-Food Services 
107 - General Merchandise 
108-Hardware Building 

Materials, Farm and 
Garden Supplies and 
Equipment 

109- Home Furnishings 
110- Hotel and Lodging 
111 - Insurance 
112- Foreign Trade 
113-Management ( Gener-

al/Miscellaneous) 

114-Marketing (General) 
115 - Mid-management 
116- Real Estate 
117 - Retailing (General/ 

Miscellaneous 
119 - Wholesaling ( General/ 

Miscellaneous 
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Code Content Descriptors 

2 00 -Advertising and Sales 
Promotion 

300-Buying 
301 - Fashion Merchandis

ing 
302 - Fashion Trends 
303 - Merchandising Mathe-

matics 
304-Retail Buying 
305 - Retail Merchandising 
390- Other Merchandising 
399-Other Buying 

400-Marketing Manage-
ment 

401- Mid-management 
402-Personnel Manage

ment 
403 - Real Estate Manage

ment 
404 - Retail Store Manage

ment 
405- Sales Management 
406- Small Business Man

agement 
490- Other Management 

500- Marketing Research 
501-Market Analysis 
502 - Marketing Trends 
590- Other Marketing 

601 - Credit and Collection 
602 - Purchasing 
603 - Transportation 
699- Other Marketing Oper

ations 

04-DISTRIBUTIVE EDUCATION (Continued) 

Code Content Descriptors 

700-Selling 
7 O 1 - Direct Sales 
7 02 - Retail Selling 
703 - Sales Management 
704- Salesmanship 
799 - Other Selling 

800 - C o mp o s it e Subject 
Matter 

801-Agricultural Market-
ing 

802 - Distribution 
803 - Distribution ( Coopera-

tive) 
804-Distribution (Project) 
811- Industrial Marketing 
812- International Market-

ing 
813-Principles of Market-

ing 

900- Specialty Subject Mat-
ter 

903 - Principles of Insurance 
907 - Product Information 
990- Other Distribution and 

Marketing (Distribu-
tive Education) 
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05-ENGLISH LANGUAGE ARTS 

Code Content Descriptors 

100 - Language Skills 
101 - Handwriting Skills 
102- Library Use Skills 
103 - Spelling Skills 
104- Punctuation Skills 
105 - Listening 
106 - Dictionary Skills 
107- Reference Skills 

Skills 
108-Vocabulary/Diction 

Skills 
110- Reading 
111 - Reading Readiness 
112- Beginning Reading 
113-Developmental Read-

ing 
115 - Remedial Reading 
116- Individualized Read-

ing 

2 00- Linguistics 
201-Phonology 
202- Grammar 
203- Usage (Functional 

Grammar) 
204-History of English 

Language 
205- Dialectology 
206- Semantics/Semology 
207 - Study about Language 
211 - Phonetics 
222 - Grammar, Structural 
223- Grammar, Generative 
224- Grammar, Transfor-

mational 

300 - Literature 
301-American Literature 
302 - Biblical Literature 
303 - Classical Literature 
304 - English Literature 
305-World Literature 
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Code Content Descriptors 

336- Biography 
337-Drama 
338-Essay 
339- Fiction 
340-Poetry 
366-Children's Literature 
36'.7 -Adolescent Literature 
369- Humanities/Literature 

400- Composition 
401-Composition Theory 
411 - C o mp o s it i o n Logic 

(Reasoning) 
412 - Rhetoric 
413 - General Semantics 
413 - General Semantics 

(Connotative Mean
ing) 

420-Writing 
421- Expository Writing 
422 - Persuasive Writing 
423- Creative Writing 
424 - Narrative Writing 
430-Journalism 
431-Reporting 
432- Editorial Writing 
433 - Feature Writing 
434- History of Journalism 
490-Note Taking/Outlining 

500-Speech 
502 - Oral Interpretation of 

Literature 
503 - Speech Improvement 
504- Speech through Mass 

Media 
511 - Public Speaking 
512 -Argumentation and De

bate 
515 - Discussion 
516- Speech Criticism 

05-ENGLISH LANGUAGE ARTS (Continued) 

Code Content Descriptors 

517-Parlimentary Proce-
dure 

518- Speech Persuasion 
521 - Choral Speech 
531- Voice and Diction 

600- Dramatic Arts 
601-Acting 
602 - Dramatic Literature 
603 - Creative Dramatics 
604- Play Production 
605 - Playwriting 
606 - Technical Theater and 

Design 
607 - Theater Criticism 
608- Theater History 
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06-FOREIGN LANGUAGES- Descriptors are not taken from 
U.S.O.E. Handbook VI 

Code Content Descriptors 

101- Composition 
102 - Grammar 
103- Reading 
104 - Speaking 
105- Translation to English 
106- Translation from English 
107- Vocabulary 

201- Civilization 
202 - Culture 
203-History 
204- Literature 

301 - Linguistics 
302 - Morphology 
303- Philology 
304- Phonics 
305- Phonemics 
306- Structure 
307-Syntax 
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OS-HEALTH, SAFETY, PHYSICAL EDUCATION 

Code Content Descriptors 

100-Health Education 
101- Community Health 
103 - Disease Prevention and 

Control 
104 - Environmental Health 
105- Family Life Education 
106- First Aid 
107 - Growth and Develop-

ment 
108- Harmful Substances 
109 - Health Careers 
110-Health Maintenance 

and Care 
111 - International Health 
199 - Other Health Educa

tion 

200- Safety Education 
201- Civil Defense 
202 - Explosives 
203 - Fire Arms 
204 - Fire Safety 
205 - Holiday and Vacation 

Safety 
206- Law, Liability, and Re

sponsibility 
207 - Personal Responsibili

ty a·nd Unsupervised 
Activities 

208- Safety in Home 
209- Safety in Physical Edu-

cation and Recreation 
210- School Safety 
211 - Traffic Safety 
212-Vocational and Occu-

pational Safety 
213-Water Safety 
299- Other Safety Education 
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Code Content Descriptors 

400- Physical Education 
401-Adapted Physical Edu

cation 
402-Aq ua tics (Includes 

swimming) 
403 - Body Dynamics 
404-Dance, Rhythms, and 

Dramatic Activities 
405-Group Games, Con

tests, and Relays 
406-Individual and Dual 

Sports 
407 - Outdoor Recreational 

Activities 
408- Stunts, Tumbling, and 

Gymnastics 
409-Team Sports 
499-0ther Physical Educa

tion 

500 - Recreation 
501 -Arts and Crafts 
502 - Communicative Arts 
503- Hobbies 
504 - Outdoor Recreation 
505 - Performing Arts 
506- Physical Recreation 
507 - Voluntary Service 
599- Other Recreation 



09- HOME ECONOMICS 

Code Content Descriptors 

100- Homemaking - Preparation for Personal, Home, and 
Family Living 

101 - Comprehensive Homemaking or Ho~e Economics 
102 - Child Development 
103- Clothing and Textiles 
104- Consumer Education 
105-Family Health 
106- Family Relations 
107 - Foods and Nutrition 
108- Home Management 
109- Housing and Home Furnishings 
199- Other Homemaking 

200- Home Economics Occupational Preparation 
201- Care and Guidance of Children 
202 - Clothing Management 
203- Food Management 
204 - Home Furnishings and/ or Equipment 
221-Clothing Production 
222 - Clothing Services 
231- Food Production and Preparation 
232- Food Services for Furnishings 
241 - Home Services for Furnishings 
242 - Interior Decoration 
251- Institutional and Commercial Housekeeping 
252 - Home l\1anagement and Supporti~g Services 
253- Public Housing Services and Management 
299- Other Home Economics NEC 

228 

10- INDUSTRIAL ARTS 

Code Content Descriptors 

010- Industrial Arts Science 
(Chemistry) 

011 - Industrial Arts Science 
(Physics) 

012-Industrial Materials 
and Processes 

100- Construction 
110-C a rpen try Construc-

tion 
113 - Masonry Construction 
114- Plumbing Construction 
115 - Electrical Construction 
116 - Scaled Structures 
121- Fluid Power 
122- Industrial Materials 
124- Industrial Processes 
125- Instrumentation 
126- Numerical Control 
130-Manufacturing 
141-Metals 
142 - Metal Machining 
143-Metal Technology 
144 - Sheet Metal 
145-Welding 
150- Plastics 
152-Plastics Technology 
160-Power and Automotive 

Machines 
161-Automotive Mechanics 
163 - Power Mechanics 
164 - Transportation 
170-Research and Develop-

ment 
180- Service Industries 
190-Woods 
192-Woods Technology 

200-Crafts 
201-Art Metals 
202 - Ceramics 
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Code Content Descriptors 

2 03 - Crafts (Indus trial) 
205- Leather 
2 06 - Textiles 

300- Drafting 
301-Architectural Drafting 
302 - Descriptive Geometry 
304 - Drafting Technology 
305- Engineering Drawing 
306- Industrial Design 
307 - Mechanical Drawing 
308- Technical Illustration 

400- Electricity /Electro ics 
401- Electricity 
403 - Electronics 

500 - Elementary School In-
d us trial Arts 

600 - General Industrial Arts 

700-Graphic Arts 
702-Photography 
703- Photolithography 
704 - Printing 

800- Home Mechanics 

900- Industrial Arts Mathe-
matics 

999- Other Industrial Arts 



11- MATHEMATICS 

Code Content Descriptors 

010-Mathematics for Ele
mentary Teachers 

011- General Mathematics 

100-Elementary School 
Mathematics 

101-Sets, Numbers, Numer
al Concepts 

103 - Decimal System - Place 
Values 

104-Number Systems 
105 - Basic Operations and 

Properties of Opera
tions 

108-Problem Solving 
109- Ratio, Proportion, Per

cent 
110- Equality and Inequali

ty 
111- Theory of Numbers 
112- Finance, Interest, Tax-

es, Installments 
113- Measurement 
114-Informal Geometry 
115-Informal Algebra 
120-Geometry 
121 -Analytic Geometry 
122 - Plane Geometry 
124 - Solid Geometry 
130-Introduction to Analy-

sis 
136- Polynomials 
137-Conics 
140- Liberal Arts Mathe

matics 
150- Probability and Statis-

tics 
151 - Sta tis tics 
160- Trigonometry 
165 - Trigonometric Func

tions 
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Code Content Descriptors 

169- Trigonometric 
ties 

190-Arithmetic 
191 - Fractions 
193- Symbolic Logic 

Identi-

200- Progressions, Arithme
tic. Geometric 

209- Coordinate Geometry 
211-Non-Euclidean Geome

try 
213- Linear Equations 
219 - Parametric and Polar 

Equations 
222-Nature of Proof/Proof 

of Theorems 
227-Metric and Non-metric 

Geometry 
228-Geometric Drawing 

and Measurement 
231-Graphing 

300-Algebra 
301- Symbols, Numbers, Al-

gebraic Expressions 
306- Linear Algebra 
323 - Set Theory 
326-Number Plane 
329- Quadratic Equations 

and Inequalities 
336- Integers 
342-Equations 
34 7 - Radicals 
351-Formulas 
360- Line a r Transforma-

tion 
361-Probability 
362 - Binomial Theorem 
363- Convexity 
364 - Orthogonal Bases 

11-MATHEMATICS (Continue4) 

Code Content Descriptors 

367 - Scalars 
368- Matrices 
369-Vectors 
370-Limits 
390-Algebraic ~nalysis 
399- Other Algebra 

402 - Mathematical l n du c-
tion 

403- Factor Theorem 
405 - Circular· Function 

500-Applied Mathematics 
501- Business Mathematics 
502 - Consumer Mathemat-

ics 
503- Shop Mathematics 
508- Surveying 

600-Calculus 
601- Pre-calculus 
611 - Function Series and 

Expansion 
613 - Differentiation 

802 -Algorithms 
803-Computer Program-

ming Language 
805- Problem Solving 

900- Elementary Functions 
902 -Algebraic Functions 
904 - Exponential Functions 
906- 3-Dimensi~nal Analyt".' 

ic Geoin~try 
994 - Logarithms 
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12-MUSIC 

Code Content Descriptors 

100-General Educational 
Music 

101- Public School Music 

200-Music Literature 
201- History of Music 
202 - Music Appreciation 
203- Basic Elements of 

Music (rhythm, melo
dy, harmony, timbre, 
form) 

204-Creativity 
205- Historic Influences 
206- Composers - ~tyle and 

Form Development 
207 - Folk.lore · 
208-Musicology 

300-Music Theory 
301-Music Fundamentals 
~02 - Harmony 
303 - Rudiments 
304 - Form an.d Analysis 
305 - Orchestration 
306-Rhythm 
307 - Composition Structure 
308- Music Appreciation 
309- Music Expression and 

Commll,nication 
310-Music Str.ucture in In

terpretation 

400-Vocal Music 
401-Choir, Chorus, Glee 

Club 
402 - Vocal Instruction 
421- Vocal Ensembles 
422- Private Vocal 
462 - Voice Development 
463-Vocal Sound Pro-

duction 
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Code Content Descriptors 

501-Band 
502 - Orchestra 
503-Instrumental En-

sembles 
504-Instrumental In-

struction 
505 - Performing Skills 
506- Sight Singing Skills 
507 - Ear Training 
508-R~pertoire Develop-

ment 
509-M.echanics of Instru-

ments 
531 - Group Performance 
532 - Instrumental Music 
533 - Methods - Style 
544- Private Keyboard 
545- 1'-ivate Strings 
546- Private Percussion 
54 7 - Private Brass Instru

ments 
548-~ivate Woodwind In-

struments 
549-Private Music NEC 
590- Conducting 

600- Humanities 
601-Music Relationships to 

other Disciplines 
602 - Evaluation and Com

parison of Music 

700- Science of Sound 

13-NATURAL SCIENCES 

Code Content Descriptors 

021-Botany 
022 - Microbiology 
023- Zoology 
031- Chemistry 
032 - Physics 
041-Astronomy 
042 - Geology 
043- Meteorology 
044 - Oceanography 
045 - Space Explorat!on 

100 - General Science 
110-BSCS Yellow 
120-BSCS Green 
130- BSCS Blue 
140-CBA Chemistry 
150-PSCS Physics 
160- Chemistry Study 

200- Biological Science 
201-Anatomy 
202-Anthropology 
203- Bacteriology 
204- Behavior 
205- Biochemistry 
206- Biometrics 
207 - Biophysics 
208-Cellular Phenomena 

(Cytology) 
209- Conservation 
210-Developmental Bi-

ology 
211- Ecology 
212 - Entomology 
213- Evolution 
214 - . Genetics 
215 - Molecular Biology 
216- Nature Study 
21 7 - Nutrition 
218- Organic Systems 
219 - Origins of Life 

Code Content Descriptors 

220- Physiology 
221 - Reproduction 
222- Taxonomy 

300 - Physical Science 
30 I -Astronomy 
302-Atomic and Molecular 

Structure 
303 - Biochemistry 
305-Chemical Bonding 
306- Chemical Calculatiqns 
307 - Chemical Reactions 
308- Electricity and Magne-

tism 
309- Electronics 
310-Equilibriuin 
312-Heat 
313-inorganic Chemistry 
314-Kinetic Molecular The-

ory 
315 - Materials Science 
316- Measurement 
31 7 - Mechanics 
318- Meteorology 
319- Nuclear Science 
320- Oceanography 
321-Optics 
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322 - Organic Chemistry 
323 - Periodic Properties 
324 - Physical Chemistry 
325 -Qualitative Analysis 
326- Quantitative Analysis 
32 7 - Quantum Mechanics 
328- Solid State Physics 
329- Solution Phenomena 
330-Sound 
331 - Stoichiometry 
332 - Technological Applica

tions 
333 - Thermodynamics 
334 - Wave Phenomena 



13-NATURAL SCIENCES (Continued) 

Code Content Descriptors 

400- Earth Space Science 
401-Aeronautics 
402 -Astronautics 
403 - Biol o g i cal Interre-

lationships 
404 - Climatology 
405 - Cosmology 
406- Earth Changes 
407 - Forc~s and Motion 
408- Geoche~istry 
409- Geophysics 
410- Hydrology 
411 - Instrumentation and 

Analytical Methods 
412 - Levels of Organization 
413-Matter - Energy Ex-

change · 
415 - Paleontology 
416-Physical Ge-ography 
41 7 - Soil Science 
418- Uniformitarianism 
419- Technological Applica-

tions 

234 

15-SOCIAL SCIENCES 

Code Content Descriptors 

010-Political Science 
o 11 -American Government 
012- Comparative Systems 
o 13 - Constitution, The 
014-Contemporary World 

Affairs . 
o 15- International Relations 
o 16 _ Political Parties and 

Pubiic Opinio_n 
o 1 7 - Political Theo_ry 
o 18- Public Administration 

100-Anthropology 
1 O 1-Archeology 
102 _ Cultural Anthropology 
104- Ethnology 
l 06- Physical Anthropology 
110- Psychology 
111 _ Developmental P s y

chology 
112-Educatione.l Psychol

ogy 
113 _ General Psychology 
114 - Psychology of Adjust-

ment 
115- Social Psychology 
116- Other Psychology 
120-Sociology 
121-Conimunity, The 
122- Public bpinion and Po-

litical Sociology 
123- Socialization 
l24 _ Social Organizations 
125- Social Problems 
l26-Social Stratification 
127 _ Social Theory 
129-0ther Sociology 

2 00 -Area Studies 
201-Areas Beyond U.S. 
202 _ Regions of U.S. 
203- Small Areas 
299 _ Other Areas Studied 
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Code Content Descriptors 

300- Citizenship Education 

400.:...... Conservation 

500- Consumer Education 

600- Economics 
601-Business & Industry 

Economics 
602 _ Comparative Econom

ics 
603 _ Consumer Economics 
G04 _ History of Economic 

Thought 
605 _ Money and Banking 
606-National Income 
607 _ Principles of Econom

ics 
608- Resource Economics 

700- Geography 
701- Historical Geography 
702- Human Geography 
703- Physical Geography 
704- Regional Geography 
705-Other Geography 

800- History 
801- U.S. History 
802 _ Regions of U.S. 
803- State History 
804 -Non-Western Civiliza-

tion 
805- Community Study 
806- Local History 
807 _ Western Civilization 
808- World Civilization 
811 _ Colonial History 
812-Early National His-

tory 
813- Industrialization 
814- U.S. as World Power 
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15-SOCIAL SCIENCES (Continued) 

Code Content Descriptors 

821- Diplomatic History 
822 - Economic History 
823 - GeograpJ::iic~l History 
824 - Intellectual History 
825- Military .History 
826 - Political History 
827 - Social-Anthropological 

History 
831-Ancient History 
832 - Medieval History 
833 - Modern History 
834 - Prehistoric History 
841 -Area Studies 

(Non-U.S.) 
843 - Hist o r y of Western 

Thought 
844 - History of Religion 
846- Historiography 
849- Other History 

900- Philosophy 
901-Ethics 
902 - History of Philosophy 
903 - Introduction to Philos-

ophy 
904-Logic 
905- Metaphysics 
906- Philosophy of Religion 
990- 0th er Social Studies/ 

Social Sciences 
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19-EXCEPTIONAL CHILD EDUCATION/DIFFEREN
TIALIZED CURRICULUM 

Code Content Descriptors 

100- Communication Skills 
101-Language Stimulation 
102-Language Develop-

ment 
103 - Language Correction 
104-Speech Stimulation 
105- Speech Development 
106-Speech Correction 
107 - Special Communica

tion Methods 
1 71- Braille Reading/Writ-

ing 
1 72 - Object Magnification 
173-Finger Spelling 
175- Typing for Communi

cation 
1 76 - Speech (Lip) Reading 

200- Interpersonal and Be
havioral Coping Skills 

201-Self Concept Develop
ment 

202 - Self Concept Re-educa-
tion 

203- Social Stimulation 
2 04 - Social Development 
205-Social Re-education 
2 99- Other Interpersonal Be-

havioral Coping Skills 

300- Motor Skills 
301-Dexterity Skills 
302 - Physical Management 
303- Mobility Training 
321- Self-help Skills 
322- Use of Devices and 

Equipment 
32 3 - Personal Safety 
331- Mobility Orientation 
332-Travel 
399-Other Motor Skills 
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Code Content Descriptors 

400- Perceptual Skills 
401-Auditory Stimulation 
402 -Auditory Development 
403 -Auditory Correction 
404 - Tactile and Kinesthetic 

Stimulation 
405 - Tactile and Kinesthetic 

Development 
406- Tactile and Kinesthetic 

Correction 
407 - Visual Stimulation 
408- Visual Development 
409- Visual Correction 
410- Personal Spatial Rela-

tionships 
4 99 - Other Perceptual Skills 

500-Vocational and Avoca
tional Orientation 

501-Vocational Informa
tion 

502 - Prevocational Work 
Experience 

503 - Specialized Vocational 
Preparation 

504-Avocational Informa
tion 

505 -A vocational Exp er i
ence 

599-0ther Vocational and 
Avocational Orienta
tion 

990 - Other Differentialized 
Curriculum for Handi
capped Pupils 



30-DRIVER EDUCATION 

Code Content Descriptors 

300- Driver Education 
301 -Alcohol, Drugs, Other Harmful Substances, 
392 - Characteristics of Driving 
303 - Development of Judgment 
304 - Driving Skills 
~05 - Traffic Engineering 
~06-Laws and Ordinances of Enforcement 
307-Motor Vehicle, The 
308- Traffic Accidents 
309-Traffic Citizenship 
391- Psychological Factors in Driving 
392 - The Driving Task 
399- Other Driving Education 
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and Driving 

Chapter 900 

900. PERSONNEL SUBSYSTEM 

901. PERSONNEL SUBSYSTEM COMMITTEE 

The MSEIP Personnel Subsystem Committee was concerned pri
marily with establishing a system that would increase knowledge 
about school staff members, and would standardize and simplify 
personnel data collection procedures and materials as they relate 
to local and intermediate education agencies within the framework 
of state law and policy. 

The Personnel Committee accepted this task with the view that 
an appropriate quantity or quality of personnel data, when used 
alone or in conjunction with information about facilities, finance, 
instructional programs, and pupils, will facilitate a better under
standing of the total educational effort by the SEA. The Commit
tee assessed SEA functions regarding personnel and related those 
functions to programs identified with personnel information to 
establish its approach to developing this Subsystem. Considera
tion was also given for consistency with U.S. Handbook IV. 

The Personnei Subsystem Committee was organized in June 
1966. Its executive officer was an MSE IP Central Staff Super
visor with a background in employed personnel. A chairman 
was elected from the membership~ The 13 committee members 
included a representative from the SEA of each participating 
state. The representatives, appointed by their chief state school 
officers, were SEA personnel whose positions were either in per
sonnel or closely related. The members of the Personnel Sub
system Committee collectively agreed on the inclusion of data 
items for this Subsystem. 

901.1 Introduction 

This chapter describes the Personnel Subsystem as an entity that 
can be collected and processed as a separate data base, or as 
an integral part of a multi-subsystem group, that can be processed 
in conjunction with one or more other subsystems. 
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The basic premise of this description is to set forth guidelines 
to allow ~~Y given .state to adapt the Personnel Subsystem file 
!o best smt Its own needs. A carefully considered number of data 
items are described in this chapter. The decision to use some or 
all of the items will have to be part of the implementation of 
the user state. 

It must be understood that this document is not a specification 
that. can _be used as a basis for programming, but is a general 
spec~ficat~on that can be used as a model for writing program 
specifications for an operational subsystem. 

902. PERSONNEL DATA FILE 

902.1 Personnel Categories 

The four Personnel categories are described as educational em
ployment status levels as follows: Professional-Educational Staff 
Member, Professional Staff Member, Technical Staff Member, 
and Ancillary Staff Member. These categories describe all per
sonnel employed in the school system and are defined as follows: 

PROFESSIONAL-EDUCATIONAL STAFF MEMBER - the 
Professional-Educational Staff Member is a person who meets 
~11 the stated criteria of a staff member and is performing activi
ties regarde~ as professional in the field of education by the laws 
and re~ulations go_verning certification in the state, or by other 
professional-educational requirements recognized by the state. 

PROF~SSIONAL STAFF MEMBER- for reportingpurposes,a 
Pr_ofe~s1onal Staff Member is a person who meets all the stated 
cr1t_er1a of a _ sta!f member and who is performing activities 
which, although. m the service of a school system, relate more 
closely to a _ particular field of professional specialization other 
than education. 

:ECHNICAL STAFF MEMBER - a Technical Staff Member 
1s a _person who meets all the stated criteria of a staff member 
and 1s performing activities which, although in the service of 
a school system, relate more closely to a particular area of 
technical specialization than to education. 

~NCILLARY STAFF MEMBER - an Ancillary Staff Member 
1s a person who meets all the stated criteria of a staff member 
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and who is performing activities of a nontechnical or nonprofes-
, sional nature which provide supplementary service in the field of 

education. 

The obvious use of categorizing school system personnel is to 
structure the staff for all administrative and managerial needs. 
More explicitly this category code ( see Educational Employ
ment Status, section 906.2) can be used to great advantage in 
processing an electronic information system. If the Personnel 
file is constructed in a sequential manner, the use of this code 
as a sequencing key will allow fo! a more efficient approach 
to updating and reporting. Also if the file is structured in a ran
dom manner, then this code can be used as a part of the identifi
cation key, thereby dividing the file into smaller groups for data 
retrieval. 

902.2 File Structure and Data Layout 

This file should be constructed to make it as adaptable as possible 
for the extraction of the data necessary to construct manage
ment reports and statistical tables. Using this approach, the fol-
lowing design is suggested. 

The file should be made up of variable length records. Whether 
the logical records are blocked or unblocked will depend entirely 
on such factors as method of processing ( sequential, random se
quential, random, etc.), amount of data collected and implemented 
in the system, and characteristics and configuration of hardware 
being used. These factors will, without question, vary from state 
to state. The variable format design should be followed as much 
as possible through the five subsystems to allow for more effi
cient systems analysis and programming in the implementation 
of the entire system. 

The records will be designed so that all fixed items will be in the 
beginning or high-order portion of the record. The fixed items 
will be followed by a field containing the item or character count 
of the data contained in the variable items that follow the fixed 
items. This will allow all systems handlers to immediately 
ascertain the amount of variable data that can be processed in 
that particular record. 

Variable items are such as certification, course numbers, section 
numbers, etc. Also, items that apply only to certain personnel 
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types would appear oniy when used. Professional-Educational 
personnel carry items that Ancillary personnel do not carry and 
vice versa. Removing these fields from records in which they are 
not used will make the file more compact and reduce the error 
factor in producing reports. This method of fiie construction is 
more expensive and time consuming thah the conventional fixed 
physical record or the fixed logical recorc:l file design, but the end 
product is so much more compact, error. free, and useable, that 
the efficiency of processing far overcomes the initial expense. The 
suggested data format for the personnel file is in section 906. 

903. FILE CONSTRUCTION CONSIDERATIONS 

903.1 Data Collection 

Before data collection begins, each state should give careful con
sideration to the collection form it desires to use. Since each state 
will not necessarily require the same data to be collected, the data 
collection form will vary from state to state. The method of data 
conversion to an electronically useable form will also be a factor 
in the variety of collection forms. Some states may choose to key
punch their data, while others may choose to use a mark-sense 
optical scanner or a digital scanner for data conversion. The 
method of data conversion should be the same for all subsystem 
files. 

The design of the form is of great importance in data collection. 
The form should allow as little room for error as possible and 
should be self-explanatory. Frequency of collection should be 
once a year, or more often if the state office feels that it is neces
sary. The first time the data is collected, in most instances, 
all the information for all personnel will be collected; in subse
quent collections, it will be collected only on an updating basis. 
Once the file and the updating cycle are established, data collection 
can be held to a realistic minimum. 

903.2 File Sequencing 

Whether the data is processed in sequential or randoin manner, 
the original data that are collected should be sequenced before 
the data is structured as a file. Also, the data that are collected as 
update items should be sequenced prior to the update operation. 
This allows for a more efficient system regardless of the type of 
processing used. The personnel file should be sequenced by social 
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security number within educational employment status, within 
school, within district. This allows for access to as s~all a 
group of personnel as possible, thereby i~~reasing the effic1~n~y 
of the operating system and allowing for as ti1gh a level of vai1d1ty 
of the data output as possible. These relevant. factors are,. of 
course, present whether the system is processed m a sequential 
or random manner. 

904. SAMPLE OUTPUT REPORT 

The following are samples of reports using only Personnel ~ub
system information. Figure 9-1 is a hypothetical rep?rt for a 
district; Figure 9-2 is a hypothetical report of the same mforma-
tion totaled for the state. 
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FIGURE 9-1. PERSONNEL SUBSYSTEM SAMPLE DISTRICT REPORT 

PUBLIC SCHOOL TEACHERS 
BY DISTRICT, BY EDUCATIONAL LEVEL, BY SALARY, 

~ 

DISTRICT NO. 104 

BACHELOR'S DEGREE OR LESS 
UNDER $3000 
$3001-$4500 
$4501-$5500 
$5501-$6500 
$6501+ 

t I MASTER'S DEGREE 
UNDER $6000 
$6001-$7500 
$7501-$8500 
$8501-$9500 
$9501+ 

DOCTOR'S DEGREE 
UNDER $7000 
$7001-$8500 
$8501-$9500 
$9501-$10500 
$10501+ 

------- ---- --

~ 26-34 35-44 

FIGURE 9-2. PERSONNEL SUBSYSTEM SAMPLE STATE REPORT 

PUBLIC SCHOOL TEACHERS 

45-54 

BY AGE 

-22--±. 

BY STATE, BY EDUCATIONAL LEVEL, BY SALARY, BY AGE 

~ 
~ 
01 

STATE TOTAL 
BACHELOR'S DEGREE OR LESS 
UNDER $3000 
$3001-$4500 
$4501-$5500 
$5501-$6500 
$6501+ 

MASTER'S DEGREE 
UNDER $6000 
$6001-$7500 
$7501-$8500 
$8501-$9500 
$9501+ 

DOCTOR'S DEGREE 
UNDER $7000 
$7001-$8500 
$8501-$9500 
$9501-$10500 
$10501+ 

18-25 26-34 35-44 45-54 55 + 

Page 001 

TOTAL 

Page 842 

TOTAL 



905. MULTIPLE FILE USES 

The central theme of the System being proposed here is that 
any one or all of the five subsystems may be used in formulat
~ng reports. This allows for complete flexibility at the state level, 
not only in generating reports for state and federal use, but also 
in retrieving data for research. To allow this purpose to be ac
complished, an index table will be established as the files are 
built, to provide lin~age among all subsystems. These linkages 
are shown in Chapter 1100, for all subsystems. The establish
ment and maintenance of these indexes will be the single most 
vital feature in tht operation of this System. 

906. DATA ITEM LISTINGS, DEFINITIONS, AND. 
CODES 

The following information is given in two formats. The record 
layout itself is given in actual data item sequence and identified 
numerically. It is followed by a listing of item definitions, related 
codes, and instruct!ons in alphabetic sequence. 

906.1 Data Item Listings 

The following charts for the Personnel Subsystem present data 
items listed by cqmbination of categories. Chart 9-1 combines 
the Technical Staff Member and the Ancillary Staff Member 
personnel categories. Chart 9-2 combines the Professional-Edu
cational Staff Member and the Professional Staff Member per
sonnel categories. 
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CHART 9-1. PERSONNEL SUBSYSTEM DATA ITEM LIST 
OF TECHNICAL/ANCILLARY PERSONNEL 

SIZE TYPE 
FIELD DATA ITEMS 

DIG/ A,N 
NO. (Definitions on pages 249 to 268, in alphabetical order .) 

CHAR A/ N 

1 County-District Code 7 N 
2 School (Organization) Code 3 N 
3 Social Security Number 9 N 
4 Legal Name 25 A 
5 Sex 1 N 
6 Marital Status 1 N 
7 Date of Birth 6 N 
8 Highest Level of Education 2 N 
9 Educational Employment Status 1 N 

26 Medical Examination 4 N 
27 Accident Record 6 N 

( variable portion of record) 
28 Days Employed 3 N 
29 Hours Worked Per Day 1 N 
30 Hourly Wage 3 N 
31 Annual Wage 5 N 
39 Position Title 2 N 
40 Area of Responsibility 3 N 
41 Instructional Area 2 N 
42 Scope of Assignment 1 N 
43 Level of Assignment 1 N 
44 Percent of Time on Assignment 3 N 

(Items 3~-44 repeated for each 
assignment) 
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CHART 9-2. PERSONNEL SUBSYSTEM DATA ITEM LIST 
OF PROFESSIONAL-EDUCATIONAL/PR 0-
F~SSIONAL PERSONNEL 

FIEW DATA ITEMS SIZE TYPE 

NO. (Definitions on pages 249 to 268, In alphabetical order.) 
DIG/ A,N 
CHAR A/N 

1 County-District Code 7 N 
2 School (Organization) Code 3 N 
3 Social Security Number 9 N 
4 Legal Name 25 A 
5 Se:X 1 N 
6 Marital Status 1 N 
7 Date of Birth 6 N 
8 Hi1hest Level o.f Education 2 N 
9 Eaocational Employment Status 1 N 

10 Institution Granting First Degree 6 N 
11 Year -First Degree Earned 2 N 
12 Institution Granting Highest 

Degree · 
6 N 

13 Year ~ighest Degree Earned 2 N 
14 T9'al Semester Hours · 3 N 
us Year L~st Credit Earned 2 N 
16 Contract Period 3 N 
17 Percent 0f Ti-me Worked 3 N 
18 Total Colilltract Salary 5 N 
19 DGes Salary Incll:i.de Compensa- 1 N 

t-i&n for Extra Duties 
20 Am.oun,t for Extra Duties 5 N 
21 Employment Previous Year 1 N 
22 Employment Status 1 N 
23 Local Experience 3 N 
24 State Experience 3 N 
25 Total E.4ucational Experience 3 N 
26 Me<iical Examination 4 N 
27 A,ccident Record 6 N 

(variab~ portion of record) 
32 Ceri:iificate Held . 2 N 
3.3 Date Certificate Issued 6 N 
34 bate Certificate Expires 6 N 
35 Inetructio-nal Level Autllorized 1 N 

ey C~rti.ficate 
' 
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(CHART 9-2. PROFESSIONAL-EDUCATIONAL/PROFES
SIONAL RECORD, CONTINUED) 

SIZE TYPE 

FIELD DATA ITEMS DIG/ A,N 

NO. (Definitions on pages 249 to 268, in alphabetical order .) CHAR A/N 

36 Grades Authorized by Certificate 4 N 

37 Fields/ Areas/ Services 2 N 

Authorized 
38 Subjects Authorized 4 N 

39 Position Title 2 N 

40 Area of Responsibility 3 N 

41 Instructional Area 2 N 

42 Scope of Assignment 1 N 

43 Level of Assignment 1 N 

44 Percent of Time on Assignment 3 N 

45 Local Course Number 3 N 

46 Section Number 2 N 
(Items 39-46 repeated for each 
assignment) 

906.2 Data Item Definitions and Codes 

The following list provides an alphabetic sequence of the Per
sonnel Subsystem's data item definitions and codes. 

ACCIDENT RECORD - a numeric field containing month, day 
of month, and year of the most recent motor vehicle accidep.t 
involving vehicle or property damage, or personal injury. This 
field relates only to vehicle operators and driver education teach
ers. This date should be recorded numerically as: June 12, 1962 
-06-12-62. 

AMOUNT FOR EXTRA DUTIES - if salary includes compen
sation for extra duties, enter the portion of the total contract 
salary which is compensation for the extra duties performed. 
This amount should be recorded to the nearest whole dollar 
and right justified. 
ANNUAL WAGE - the amount of money paid, before deduc
tions each school year, to a staff member as determined by the 
contract during the current year, Technical and Ancillary (T 
& A) only. This amount should be recorded to the nearest whole 
dollar and right justified. 
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AREA OF RESPONSIBILITY - a major division or subdivision 
of a school system operation. A staff member should use the code 
provided to · indicate the area in. which services ~re provided: 

100-199 INSTRUCTION 

101 Instructional Services, 
Gen. 

111 Classroom Teaching 
121 Library Services 
131 Computer Assisted In

struction 
141 Educational TV Ser

vices 
151 Audiovisual Services 
161 Homebound Teaching 

and Other 

200-249 GENERAL CON
TROL 

201 General Administra-
tion 

206 Board of Education 
211 Business and Fi~ance 
216 Data Processing 
221 ~egal Services 
226 Personnel Administra

tion 
231 Warehouse and Distri

bution 
2 36 Cent. Printing and Pub. 

Serv. 
241 Other General Control 

250-269 INSTRUCTION
AD1\1INISTRA
TION 

251 Instructional Admin., 
Gen. 

256 Ad min is tr a ti on of 
a School 

261 Improvement of Curr. 
& Instr. 

2 66 Other I n s t r u ct i o n a l 
Admin. · 
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270-299 RESEARCH AND 
DEVELOPMENT 

R & D, General 
Research 
Development 
Evaluation 
Statistics 

271 
276 
281 
286 
291 
296 Other R & D Services 

300-349 FA CI LIT IE S, 
MAINT. & OPER. 

301 Plant Maint. & Oper., 
Gen. 

311 Site Maintenance 
316 Site Operation 
321 Building Maintenance 
326 Building Operation 
331 Built-in Equipment, 

Maint. 
336 Built-in Equipment, 

, Oper. 
341 Movable Equipment, 

Maint. 
346 Movable Equipment, 

Oper. 

400-499 FOOD SERVICES 

401 Food Services, Gen. 
411 Food Preparation & 

Serving 
421 Transportation of 

Food 
431 Other Food Services 

500-549 PUPIL PERSON
NEL 

501 Pupil Services, Gen. 
511 Attendance Services 

516 Guidance Services 
521 Social Work Services 
526 Psychological Services 
531 Therapeutic Services 
541 Other Pupil Services 

550-599 HEALTH 
SERVICES 

551 Health Services, Gen. 
561 M~dicai Services 
566 School Nurse Services 
571 Dental Services 
581 Other Health Services 

600-699 PUP I L TRANS-
PORT A TI ON 

601 Transportation, Gener
al 

611 Vehicle Operation 

621 Vehicle Servicing and 
Maintenarice 

631 Other Transportation 
Services 

700-799 COMMUNITY 
SERVICES 

701 Community Services, 
General 

711 Recreation 
721 Civic Activity 
731 Public Offices 
7 41 Custody and Detention 
751 Welfare Activities 
761 Nonpublic School 

Services 
771 Other Comm unity 

Services 

CERTIFICATE HELD - a numeric code that is the equivalent 
of the name or title of each active license, certificate or permit 
held bv a staff member. The coding structure will be consistent 
as described by the individual state's terminology. 

CONTRACT PERIOD - the number of days a staff member is 
employed annually for a . contract period for the regular school 
year. For teachers this figure should include teaching service 
for instruction activities plus days legally allocated to in-ser
vice activities. This figure should be reported as: 90 days - 090. 

COUNTY-DISTRICT CODE - this is a numeric field comprised 
of a three-digit county code and a four-digit district code. 

DATE CERTIFICATE EXPIRES - month, day of month, and 
year when active certificate expires. This date should be recorded 
numerically as: March 16, 1966-03-16-66. 

DATE CERTIFICATE ISSUED-month,dayofmonth,and year 
active certificate was issued. This date should be recorded numeri
cally as: October·3, 1932-10-03-32. 

DATE OF BIRTH - month, day of month, and year of staff 
member's birth. December 22, 1931 would be recorded as 
12-22-31. 
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DAYS EMPLOY~D - the actual number of days the staff member 
is employed, including paid vacations. T & A - a staff member 
employed five days per week on an annual basis would report 
260 days per year. This figure should be right justified. 

DOES SALARY INCLUDE COMPENSATION FOR EXTRA 
DUTIES? Code as follows: 

1-Yes 
2-No 

EDUCATIONAL EMPLOYMENT STATUS - the current em
ployment status of the staff member as defined by the following: 

1-Professional-Educational Staff Member - a professional 
educational staff member is a person who meets the stated 
criteria of a staff member and is performing activities 
regarded as professional in the field of education by the 
laws and regulations governing certification in the state, 
or by other professional-educational requirements recog
nized by the state. 

2 - Professional Staff Member - a professional staff member 
is a person who meets all the stated criteria of a staff 
member and who is performing activities which, although 
in the service of the school system, relate more closely 
to a particular field of professional specialization other 
than education. 

3 - Technical Staff Member - a technical staff member is a 
person who meets all the stated criteria of a staff member 
and who is performing activities which, although in the 
service of the school system, relate more closely to a 
particular area of technical specialization than to educa
tion. 

4-Ancillary Staff Member - an ancillary staff member is 
a person who meets all the stated criteria of a staff mem
ber and who is performing activities of a nontechnical 
~r nonprofessional nature which provide supplementary 
service in the field of education. 

EMPLOYMENT PREVIOUS YEAR - the employment or activi
ty of the staff member during the past school year. Coded as 
follows: 

1 - Public Education 
2- Nonpublic/Private Edu

cation 
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3- Business or Industry 
4-Military 

5-Student 
6- Housewife/Homemak-

7-Retired 
8-0ther 

ing 

EMPLOYMENT STATUS - the circumstances under which the 
staff member serves in the school system: 

1-Probationary- the employment status of the mff mem~er 
who is employed from year to year preliminary te being 
placed on tenure st~tus up.o_n satisfactory petfo,rmance 
over a stipulated period of tlme. 

p t the e·tnploym.ent sta:~e af the staff 
2 - Tenure or ermanen - . 1,- t to cfise0ntinu-

member whose em,ployment _ 1S not SU )eC . -. '• l a,' ., \ : , • 

ance by the governing authority exce'p)t in stiplllll~d •Cir-

cumstances. 

3 - Other Employment Status - the enrploy11X11e~t status .of 
the staff member who is on neither J>·rokbonary nor 

tenure status. 

Sf AREAS/SERVICES AUTHORIZED -thenumeri~~ode 
~IE~~ he descriptive name of eaich tea-ehing fiet<i, area or 
s1gn~fym~t~in which the staff member is authorized t0 teac~ ~r 
service w1 h t· 11·cen:se certifieat-e or perm-it hell<!l. This is 
serve by eac ac 1ve , . ' 
to be coded as follows: 

OO-Does Not Apply 
O 1 -Agriculture 
02-Art 
03 - Business 
04 - Distributive Education 
05- English Language Arts 
06- Foreign Language 
07 _ Health Occupations 
08- Health, Safety, P. E. 
09- Home Economics 
io- Industrial Arts 
11 - Mathematics 
12-Music 
13- Natural Science 
14 - Office Occupations 
15 - Social Studies 
16- Technical Education 
1 7 _ Trades and Industry 
18-General Education(Pu-

pil Supervision) 
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19- Exceptional ChHd Edu
cation 

20- Cocurricular Activities 
21 -Academic Coearricular 

Activities 
22 - Athletic Cocurricular 

Activities 
23- Musk Cocurrieular Ac-

tivities 
24 - School Serviee:s Cocur

ri:cular Activities 
2 5 - Cocurricular Sodal Or

ganizatio-ne 
30- Driver Educa•Mon 
50- Homeroom, Elemen-

tary 
51-Homeroom, Secon-

dary 



GRADES AUTHORIZED BY CERTIFICATES - the grade or 
ranges of grades within which the staff member is authorized 
to serve by the certificate, license, or permit. Record the grade 
or range of grades as shown by the example: Grades 7 through 
12-07-12. 

HIGHEST LEVEL OF EDUCATION - the highest educational 
level attained in a formal program. The following codes will 
be used to indicate the highest level of education completed: 

01 - Less Than High School 
Diploma 

02 - High School Diploma 
or Equivalency Certifi
cate 

03-Vocational Program -
Post Secondary 

04-Technical Pro gram
Post Secondary 

05 - Freshman Year of Col
lege 

06- Two Years of College 

07 -Associate Degree (in
cluding two-year certifi
cate) 

08 - Three Years of College 
09- Four Years of College 
10- Bachelor's Degree 
11-Master's Degree 
12- Intermediate Degree , 

Diploma or Certificate 
(6th year program, 
educational specialist, 
etc.) 

13-Doctor's Degree 

HOURLY WAGE - the rate of pay per hour to be paid a 
T&A staff member during the current year. Record the amount 
paid per hour. Example: $2.52 would be recorded as 0252. 

HQURS WORKED PER DAY - the average number ofhours 
worked per day by T & A staff members. This information 
should be recorded to the nearest hour. Example: 10% hours 
as 11. 

INSTITUTION GRANTING FIRST DEGREE - the code repre
senting the institution granting the first degree, certificate, or 
diploma held which relates to education. Record the institution 
code as provided by the U.S. Office Universe of Institutions 
of Higher Education - 1966-67 listing. 

INSTITUTION GRANTING HIGHEST DEGREE - the code 
representing the institution which granted the highest degree, 
diploma, or certificate held. Record the institution code as pro
vided by the U.S. Office Universe of Institutions of Higher 
Education - 1966-67 listing. 
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INSTRUCTIONAL AREA - a grouping of related courses or 
units of subject matter. Indicate the instructional area that the 
staff member provides service in, using the following codes: 

00- Does Not Apply 19 - Exceptional Child Edu-
01 -Agriculture cation 
02 -Art 20- Cocurricular Activities 
03 - Business 21 -Academic Cocurricular 
04- Distributive Education Activities 
05 - English Language Arts 22 - At h 1 et i c Cocurricular 
06 - Foreign Language Activities 
07 - Health Occupations 23- Music Cocurricular Ac-
08- Health, Safety, P.E. tivities 
09 - Home Economics 24 - School Services Cocur-
10 - Industrial Arts ricular Activities 
11- Mathematics 25- Cocurricular Social Or-
12 - Music ganizations 
13-Natural Science 30-Driver Education 
14 - Office Occupations 50- Homeroom, Elemen-
15 - Social Studies tary 
16- Technical Education 51 - Homeroom, Secon-
17 - Trades and Industry dary 
18-General Education (Pu-

pil Supervision) 

INSTRUCTIONAL LEVEL AUTHORIZED BY CERTIF
ICATE - the instructional level authorized by the certificate. 
This is coded as follows: 

1 - Preschool 
2 - Elementary ( K-6) 
3- Elementary (K-8) 
4-Secondary (7-12) 

5 - Secondary ( 9-12) 
6 - Secondary ( 9-14) 
7 - Post Secondary 
8 - Not Designated 

LEGAL NAME - the full legal name of the staff member includes 
last name, first name, and middle initial or maiden name of a 
married female. Leave one blank space between the last name, 
the first name, and middle initial or maiden name. 

LEVEL OF ASSIGNMENT - a code indicating the general level 
of the assignment of a staff member. This is coded as follows: 

1 - Elementary 

2- Elementary - Junior 
High 

3 - Elementary - Sen i o r 
High 
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4-Elementary - Junior 
- Senior High 

5 - Junior High 
6-Junior - Senior High 
7 - Senior High 
8 - Post High School 



LOCAL COURSE NUMBER - a numeric code generated at dis
trict level, to identify a specific course. 

LOCAL EXPERIENCE - the number of years to the nearest 
half a staff member has been employed in a professional-edu
cation~! or professional position by the present school system, 
excludmg the current year. This should be recorded as follows: 
Ten and one-half years - 10. 5, five years - 05. O. Three digits 
should be entered, using zeros if necessary. 

MARITAL STATUS - a numeric code indicating marital status. 
The following code should be used: 

1-Single 
2-Married 
3 - Separated 
4-Divorced 
5-Widowed 

MEDICAL EXAMINATION - the month and year of the most 
recent medical examination. This date should be recorded as: 
June 1961-06-61. 

PERCENT OF TIME ON ASSIGNMENT - percent of employed 
time spent on this assignment. A staff member that worked all 
day every day for the regular school year would enter 100 per
cent. A staff member working one-half day every day for the 
regular school year would enter 50 percent. NOTE: Three digits 
must be entered, as 050. Any figure less than 100 percent will 
need adjustment in this manner. 

PERCENT OF TIME WORKED (PE & P) - a staff member em
ployed five days a week for at least the number of hours per day 
equal to the number of hours of a regular school day would be 
considered a full time staff member, expressed as 100 percent. 
A professional staff member employed only half the normal 
school day five days per week would be expressed as 50 percent. 
A staff member working full time for one semester, for example, 
would be reported as 100 percent for that period of time. 

POSITION TITLE(S) - the title( s) most descriptive of the staff 
member's activities as described by the titles and functions coded 
below: 

01-Accountant - a staff member performing assigned duties 
regarding management functions of control of expenditures. 
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Duties may include designing and maintaining financial, 
staff, program, pupil or property records; summarizing or 
verifying such records; or controlling and certifying ex-
penditures and receipts. 

02 -Administrative Assistant - a staff member performing as
signed professional activities of assisting the chief execu
tive officer in performing designated executive manage
ment activities of the administrative unit. 

Aide, Teacher - see Teacher Aide 

Analyst, Systems - see Systems Analyst 

03 -Architect - a staff member performing assigned activities 
regarding the designing and preparation of specifications 
for new construction, rehabilitating or altering existing 
buildings, developing landscaping, or acting as profession-
al advisor on architectural matters. 

04 -Assistant Director - a st~ff member performing assigned 
activities and granted defined autonomy in fulfilling specif
ically delegated functions assigned by the director. 

05 -Assistant Principal - a staff member performing assigned 
activities and granted defined autonomy in fulfilling specif
ically delegated functions assigned by the principal. 

Assistant Superintendent - see Superintendent, Assistant, 
Associate, or Deputy 

Associate Superintendent - see Superintendent, Assistant, 
Associate, or Deputy 

Assistant, Teaching - see Teaching Assistant 

06-Attendance Officer - a staff member performing the assigned 
activity of reporting identifiable causes for nonattendance, 
enforcing compulsory attendance laws, and surveying en
vironmental conditions and situations related to delinquen
cy, within the authority granted by state statute and local 
board policy. 

Attendant - see Guard 
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07 -Attorney - a staff member performing assigned professional 
duties of providing legal counsel and services for the school 
system. 

OS-Audiologist - a staff member performing specialized services 
of a clinical nature which involve diagnostic, evaluative, 
and therapeutic activities regarding hearing disabilities. 

09-Audiometrist - a staff member performing assigned activi
ties of testing the auditory perception of individuals by 
means of electrical or mechanical testing equipment. 

10-Audiovisual Technician - a staff member performing as
signed activities in the use and care of audiovisual equip
ment and in the development and production of audio
visual instructional materials. 

11 -Auditor - a staff member performing the assigned techni
cal activities of verifying the accuracy and appropriate
ness of receipts, expenditures, accounts, and accounting 
statements in accordance with the laws and regulations that 
are applicable. 

12- Bookkeeper - a staff member performing the assigned activi
ties of maintaining a systematic record of financial assets, 
transactions, and obligations. 

13- Bus Driver - a staff member performing the assigned activi
ties of operating a vehicle for the purpose of transporting 
pupils to and from school or on trips involved in school 
activities. 

14-Business Manager - a staff member performing assigned 
activities related to the management of fiscal affairs and 
physical properties essential to the accomplishment of 
school programs. 

15 - Buyer (purchasing agent) - a staff member performing the 
assigned activities related to purchasing policies, competi
tive bidding, vendor contacts and contractual and non
contractual agreements for the acquisition of material, 
capital equipment, and property essential to the accomplish
ment of school programs. 

16- Cafeteria or Food Services Manager - a staff member per
forming activities related to food services and the serving 
of food products in a school cafeteria. 
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17 - Cashier - a staff member performing the activities of receiv
ing, acknowledging, recording, and placing receipts in ac
counts or other safe places according to the controlling 
board regulations. 

18-Census Taker - a staff member performing assigned activi
ties concerned with the systematic identification of resident 
persons in a school district, and the recording of selected 
biographical and related information. 

19-Clerk - a staff member performing a variety of assigned 
activities pertaining to the preservation and/ or reproduction 
of records and reports involving the use of files or mechani
cal devices such as bookkeeping machines, duplicating 
machines, typewriters, and tabulating machines. 

20- Consultant - a staff member performing assigned activities 
involving the providing, organizing and interpreting of 
information in a specialized field for the purpose of improv
ing staff performance and working environment. 

21 - Controller - a staff member performing assigned activities 
of expenditures control in conformity with budgetary pro
visions and/ or statutory expectations. 

22-Coordinator - a staff member performing assigned activi
ties having the purpose of keeping a variety of immediate 
objectives in proper perspective while pursuing the accom
plishment of common goals. 

Counselor, Guidance - see Guidance Counselor 

23-Crafts and Trades Worker - a staff member performing 
activities assigned in skilled or semiskilled crafts or trades 
activities. 

24 - Custodian (janitor, matron) - a staff member performing 
assigned activities in the maintenance, operation, and ser
vicing of the physical plant and equipment. 

25 - Data Processing Machine Operator - a staff member per
forming assigned activities regarding the operation of in
put, storage, computing, control, and output devices. 

26- Dental Hygienist - a staff member performing dental hygiene 
services, such as the cleaning and care of teeth and gums, 
who is licensed to p~rform such services. 
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27 -Dentist - a staff member who is licensed to practice dentist
ry and who is providing dental services. 

Deputy Superintendent - see Superintendent, Assistant, As
sociate or Deputy 

28- Dietitian - a staff member performing assigned activities 
regarding the application of nutrition principles to menu 
planning and food preparation. 

29- Director - a staff member performing assigned activities 
involving a broad segment of related functions, such as 
pupil services or curriculum planning and implementa
tion, but functioning within defined and limited autonomy. 

Director, Assistant - see Assistant Director 

30- Dispatcher - a staff member performing the activities of as
signing vehicles and drivers to perform specific services, 
and recording such information concerning vehicle move
ment as the schqol system may require. 

31 - Draftsman - a staff member performing assigned activities 
in the preparation of working plans and drawings for en
gineering, manufacturing, or construction purposes. 

Driver, Bus - see Bus Driver 

32 - Engineer - a staff member performing assigned professional 
engineering activities in such fields as civil, electrical, me
chanical and structural engineering. 

Engineer, Plant - see Plant Engineer 

Engineer, Stationary - see Stationary Engineer 

33- Food Services Worker - a staff member performing activi
ties assigned by the cafeteria manager in the storing, 
preparation, and serving of food products. 

34 - Foreman - a staff member performing the assigned activi
ties of overseeing the work of laborers and crafts or trades 
workers. 

35- Grounds Keeper - a staff member performing assigned activi
ties regarding lawn, tree, and shrub care, snow removal, 
and other related grounds or site work. 
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36 - Guard (attendant) - a staff member performing assigned 
activities concerned with the safety and security of school 
property, facilities, and personnel. 

37 - Guidance Counselor - a staff member performing the as
signed activities of assisting pupils in analyzing their 
strengths and weaknesses as a basis for the process of 
making plans and choices with respect to personal develop
ment. 

Hearing Specialist - see Speech anq. Hearing Specialist 

38- Helper - a staff member performing a variety of nontechni
cal, nonskilled · activities, under the immediate direction of 
a skilled worker or other comparable party. 

Hygienist, Dental - see Dental Hygienist 

39- Inspector - a staff member performing assigned activities 
concerned with checking the condition of equipment an~ 
buildings as it relates to safety and health or the inspection 
of new construction as it relates to specifications and 
codes. 

40-Instructional Programmer - a staff member performing the 
assigned activities of providing precise sequences of infor
mation to pupils through devices such as teaching ma
chines. 

41- Intern - a staff member who is performing assigned activi
ties which are part of a preparation plan of a college or 
local school system in which there is close supervision and 
which experience contributes to the fulfillment of degree, 
license, and/ or upgrading certification requirements. 

42 - Librarian - a staff member performing assigned activities 
regarding the selection, ordering, classification and distri
bution of books and other reproduced materials, and who 
serves a leadership and consultative role in the deveiop
ment and usage of curricular materials. 

Machine Operator, Data Processing - see Data Processing 
Machine Operator 
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43-~achine, -~~grammer - a staff member performing the as
signed activities of developing precise sequences ofmachine
coded instructions for dat~ processing machines. 

Manager, Business - see Business Manager 

Manager, Cafeteria - see Cafeteria Manager 

44 - Messenger - a staff member performing assigned activities 
such as sorting and delivering lette~s, messages, pack
ages, and records to, from, and within the school system. 

Nurse - see School Nurse 

45- ~urse-Teacher - a staff member performing assigned teach
~ng activities requiring the technical education and train
mg necessary to qualify for licensing as a nurse and a 
teacher. 

46- ~~tritionist - a staff member performing assigned activi
ties re?arding the nutritive value of foods, including the 
analysis and interpretation of nutrient information for 
adaptation and application to various food problems. 

4 7 - Occup~tio~al Th:rapist - a staff member performing assign
ed _dub~s mv~lvmg planning, organization, and partici
p~b?~ m medically oriented occupational programs to re
habilitate persons who are physically or mentally ill. 

Officer, Attendance - see Attendance Officer 

Operator, Vehicle - see Vehicle Operator 

Opera.tor, Data Processing Machine - see Data Processing 
Machme Operator 

48- ~phthalm?l?gist - a. st~ff member who is a licensed physi
cian. providmg specialized services within the school sys
tem m. t~e care of the e?e _and _its related structures, including 
~rescribmg and admimstermg medications and perform-
mg surgery. . 

49- ?ptome_trist - a staff member who is a nonmedical practi
tioner licensed to treat optical and muscular defects of the 
eye without the use of drugs or surgery, through the use 
o~ lenses, exercises, visual training, and control of visual en
viro~ment. 
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Pathologist, Speech- see Speech Pathologist 

50-Physical Therapist - a staff member performing assigned 
activities for the purpose of restoring damaged or atrophied 
muscles to optimum use through the use of exercises, heat, 
water, mass~ge and special equipment and machines. 

51-Physician - a staff member who is licensed to practice the 
art and scienc~ of medicine and who is providing medical 
services within the school system. 

52 - Plant Engineer - a staff member performing the assigned 
activities of supervising the operational staff of individual 
buildings or plants. 

53 - Principal - a staff member performing the assigned activi
ties of the administrative officer of an individual school 
within a . school system to whom has been delegated major 
responsibility with commensurate authority for the direction 
of all aspects of the program. 

54- Printer - a staff member performing the assigned skilled 
activities of hand and machine setting of type, assembling 
type, and other skilled activities in connection with prepara
tion for printing, and the actual printing, either by letter
press or offset methods. 

Programmer, Instructional - see Instructional Programmer 

fyogrammer, Machine - see Machine Programmer 

55 - Psychiatrist - a staff member who is a licensed physician 
performing professional services for the school system in 
the art and science of psy~hiatric medicine. 

Psychologist - see School Psychologist 

56- Psychometrist - a staff member assigned to perform pro
fessional activities in measuring the intellectual, social, 
and emotional characteristics of pupils through the use 
of intelligence, aptitude, achievement, and other psychologi
cal tests. 

57-Secretary - a staff member performing assigned activities 
regarding correspondence, file maintenance, record keep
ing, and other routine and detail work assigned by a pro
fessional staff member. 
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58-:cho.ol Nurse - a ~taff m~~ber who is licensed to practice 
ursmg and who 1s prov1dmg nursing services within the 

sc~ool system. 

59- Sch~ol Psychologist - a staff member performing assigned 
services ?f p~ychological evaluation and analysis of pupils, 
coop~ratmg m program development, conducting research 
asf is ting staff members with pupil problems of a psychologi~ 

l
ea . nature and broadening their understanding of psycho
og1cal forces. 

60-So~i~I. Worker - a staff member performing the assigned 
activ1ti~s related to t~e prevention and correction of person
~!, social, 8:nd emotional maladjustments of pupils which 
~nvolve famlly, school, and community relationships. 

61- Speech ~nd He.aring Specialist (clinician) _ a staff member 
perf?rmmg assigned activities such as assisting in the identi
fi~ation of speech and hearing handicaps of children; plan
m~g and conducting special programs and services for 
speech and hearing ~andicapped children ( exclusive of 
the deaf); co1;mseling school personnel, parents, and chil
?ren .concermng problems related to speech and hearing 
n~pa1r~ent; and cooperating with persons in related disci
plines and communjty services. 

62- ~peech ~ath?log~st - a staff member who is a specialist in 
<:ommumcative disorders including diagnosis, research, and 
~an~geme~t of spee~h, hearing, and language disabili
ties; mcludmg the pl~nning and directing of remedial pro
g~ams and counseling and guidance to handicapped indi
v1d uals. 

63- Speech Therapist - a staff member who is a specialist in 
t?e treatment of s~eech, h~aring, and language disabili
tie~ such as stuttermg, voice disorders, and articulatory 
an speech problems associated with impairments. 

64- St~ti??ary Engi.neer - a staff member performing assigned 
a~tivities regardmg the operation and maintenance of ser
vice sy~tems an.d equipm~nt within a school bµil~iu'g, such 
as heatmg, coolmg, electrical and plu~bing systems. 

65
- ~tenographer - a staff member performing assigned activi

tie.s. such as pre~a~ing, transcribing, transmitting, system
atizmg, or preserv1?-g written communications and reports. 
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66- Superintendent, Assistant, Associate, or Deputy - a staff 
member granted substantial autonomy in performing specif
ically delegated functions in assistance to the chief execu
tive officer of the school administrative unit. 

67 - Superintendent of Schools - a staff member who is the chief 
executive officer of a school administrative unit and works 
directly under a board of education, or in private schools, 
is responsible to an advisory committee or official board, 
or in the absence of a board, makes decisions directly re
lated to the instructional programs. 

68- Supervisor - a staff member performing the assigned activi
ties of directing, stimulating, analyzing, planning, and imple
menting personnel, material, and educative activities in
volved in school functions. 

69- Systems Analyst - a staff member performing assigned 
activities having as their purpose the collection, organiza
tion, and evaluation of facts about a system and the en
vironment in which it operates, including determination of 
the demands for outputs, the sources of data, and the pro
cessing methods and files that serve as a link between in
put and output. 

70- Teacher - a staff member performing assigned professional 
activities involving the selection, organization, presentation, 
and evaluation of the learning experien~es of pupils in the 
school environment. 

Teacher, Visiting - see Visiting Teacher 

71-Teacher Aide - a non-certificated staff member performing 
assigned non-professional activities of a clerical, secretarial, 
or technical nature with autonomy subjected to the require
ments of the professional staff member to whom assigned. 

72 - Teaching Assistant - a certificated staff member performing 
professional activities of a contributive and supportive na
ture with autonomy subjected to the requirements of the pro
fessional staff member to whom assigned. 

Therapist, Occupational - see Occupational Therapist 

Therapist, Physical - see Physical Therapist 
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Therapist, Speech - see Speech Therapist . 

Trades Worker - see Crafts and Trades Worker 

73 - :7ehicle O~e~ator- a staff member performing assigned activi
ties cons~stmg of driving a vehicle for the purpose of 
transportmg materials required to support the school pro~ 
grams. 

7 4 - :'isiting. Teacher - a staff member performing assigned activi
ties ha vmg the purpose of coordinating the school and home 
atta~k on the problems of the personal adjustments of 
pupils. 

Work Adjustment Counselor - see Guidance Counselor 

Worker - see Food Services Worker, or Helper 

SCHO~L (~RGANIZATION) CODE - this is an assigned num
ber_ to 1denh~y an organization under a given administrator. 
This number 1s to be supplied by the state education association. 

SC~PE OF ASSIG~MENT -anumericcodeindicatingthe classi
fication of the assigned activities of a staff member. This is to 
be coded as follows: 

1 - Single School or Supporting Facility 
2 - More Than One School or Supporting Facility but Less 

Than Systemwide 
3 - Systemwide 
4 - More Than One System but Less Than Statewide 
5 - Statewide 

SECTION NUMBER - a number generated for each section of 
a course. 

SEX - the sex of the staff member. This is to be coded as follows: 

1-Male 
2-Female 

SOCIAL SEC URI TY NUMBER - the number assigned to the 
staff member by the Social Security Administration. 

STATE EXPERIENCE - the number of years to the nearest 
half year, excluding the current year, a staff member has been 
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employed in this state in elementary and/ or secondary public 
and nonpublic school systems that conduct programs supporting 
the transfer of students in established grade sequences. Record 
as by example: 15. 0 years or 06. 5 years. Three digits should 
be entered, using zeros, if necessary. 

SUBJECTS AUTHORIZED - a numeric code indicatingthesub
ject the staff member is authorized to teach by each active license, 
certificate, or permit held. This is to be coded by referring to the 
course title codes of Instructional Programs and dropping the 
first two digits. See section 806. 3. 

TOTAL CONTRACT SALARY - this item expresses to the 
nearest whole dollar the salary for the regular school year in
cluding s~pplemental pay for Professional-Educational or Pro
fessional (PE-P) only. This should not include payment for sum
mer school, night school, and adult education instruction, but 
should include all payment for extra duties specifically stated 
in the contract. Enter a five-digit nuinber using zeros, if neces
sary. 

TOTAL EDUCATIONAL EXPERIENCE - the number of years 
to the nearest half year the staff member has been employed in 
professional-educational or professional positions that conduct 
programs supporting transfer of pupils in established grade 
sequence in all educational systems, excluding the current year. 
Record years as follows: 15.0 years or 06.5 years. Three digits 
should be entered, using zeros, if necessary. 

TOTAL SEMESTER HOURS - the total number of semester 
hours of credit earned by the staff member in undergraduate 
and graduate study. To convert quarter hours to semester hours, 
multiply the nuinber of quarter hours by two-thirds. Example: 
60 quarter hours times 2/3 equal 40 semester hours. Trimester 
hours correspond to semester hours and need no conversion. 

YEAR FIRST DEGREE EARNED - the year in which the first 
degree, certificate or diploma was granted to the staff member. 
Record the last two digits of the year the degree was granted. 

YEAR HIGHEST DEGREE EARNED - the year in which the 
highest degree, certificate or diploma was granted. Record the 
last two digits of the year the highest degree was granted. 
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YEAR LAST CREDIT EARNED - the most recent year in which 
a st~ff ~e~be~ satisfactorily completed course work at an ac
credited mshtuhon. Certified vocational teachers would enter the 
most recent work completed which is related to their position 
Record the last two digits of the most recent year in which th~ 
course was completed. 
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Chapter 1000 

1000. PUPIL SUBSYSTEM 

1001. PUPIL SUBSYSTEM COMMITTEE 

The MSEIP Pupil Subsystem was primarily concerned with col
lecting and developing an individual pupil information system 
that would satisfy requirements of state education agency needs, 
that would provide for needs of the local school districts in the 
collection of pupil data, and would provide feedback of mean
ingful pupil data and analyses on which local education deci
sions can be based. 

This subsystem sought to identify the relationships that exist 
among individual pupil characteristics in the areas of academic 
achievement, physical development, mental abilities, emotional 
and social adjustment, and out-of-school environment. Also, to 
identify and provide for that pupil data needed for analysis, re
search, regulatory, evaluation, and educational decision making 
at the SEA level; and to provide for the inclusion of pupil data 
that is legally required by individual state statutes. In designing 
the system, consideration was given to providing quantitative 
pupil data needed to identify areas in which SEA's can increase 
fulfillment of their leadership functions. Consideration was also 
given to consistency with U.S. Handbook V. 

The Pupil Subsystem Committee was organized in June 1966. 
Its executive officer was an MSEIP Central Staff Supervisor 
with a background in pupil personnel. A chairman was elected 
from the membership. The 13 committee members included a 
representative from the SEA of each participating state. The 
representatives, appointed by their chief state school officers, 
were SEA personnel whose positions were either in pupil person
nel services or closely related areas. The members of the Pupil 
Subsystem Committee collectively agreed on the inclusion of 
data items for this subsystem. 
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1001.1 Introduction 

The Pupil Subsystem is a component of an integrated educational 
information system. The philosophy, rationale, item listings, and 
item definitions found in this chapter are the result of the com
bined suggestions, proposals, and reactions of the Pupil Sub
system Committee members, consultants, MSEIP Central Staff, 
and the Pupil Subsystem Supervisor. The item listings that have 
evolved from this effort are open-ended to permit updating and 
expansion as needs change and computer capabilities improve. 
This implies the necessity for constant appraisal of SEA and LEA 
requirements for educational information. 

The Pupil Subsystem data file is unique among the subsystems 
in that there are more pupils requiring data collection within 
any given state than the Personnel, Instructional Programs, and 
Facilities Subsystems data combined. This creates a major storage 
and retrieval problem within the MSEIP System. The problem 
can be solved only by careful scrutinization and selection of 
essential data items collected for each pupil. 

With this in mind, the composite data items as specified by the 
Pupil Subsystem Committee have been segregated, listed, and 
described contiguously in two categories. 

The grouping and ultimate data item categorization resulted 
from careful consideration of each item's applicability as either 
useful or pertinent data at the SEA level. 

The following sections will encompa_ss the file structure and data 
layout, the file CO!}Struction considerations including the data 
collection methodology, the file sequencing, the pupil categories, 
and sample output reports. The last section of this chapter will 
list in total all of the items, their definitions, and their descrip
tions. 

1002. PUPIL DATA FILE 

1002. 1 Pupil Categories 

The Pupil Subsystem data file is separated into two categories 
based on relative need of the data items. The first category con
sists of items 1-12 which are considered essential in collecting 
pupil information. The second category contains optional data 
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items. All pupil data items in each categ_ory ar_e colle~ted for each 
individual pupil. These items are listed m section 1006.1. 

The items in the first category are those which are essential for 
the calculation of state aids, transportation aids, enrollments, 
and other required statistics. These items must be collected to 
insure a comprehensive and complete Pupil Subsyst~m. They 
are both the minimum and maximum number of items that 
will provide the SEA with the basic units of quantitative infor
mation necessary to meet its responsibilities as charged by the 
statutes of the state. 

The items in the second category are optional. The SEA's ~ust 
carefully determine, and consequently select from this list, those 
items which they desire to collect and add to the essential items 
of the first category. It should be noted that it is imperative, for 
reasons specified above, that each state attempt to keep _it~ selec
tion of items from this optional list to an absolute m1mmum. 
This is necessary because of the large number of pupils within 
a state and the voluminous amount of data to be collected and 

maintained. 

1002. 2 File Structure and Data Layout 

The basic structure and data format of the Pupil file must serve 
several criteria. The file should be constructed to make it as 
adaptable as possible for the extraction of management and sta
tistical reports. To accomplish this, the following two require-
ments are necessary: 

The file should be structured to provide an adequate and easy 
link to the other four subsystems. 

The file must contain only meaningful and useful data in stan
dard record format. 

Maintaining data that is infrequently or never used is extremely 
expensive and time consuming. A requirement should be estab
lished at the outset of the implementation of this and other sub
systems to periodically purge the data files and eliminate that 
data which is ambiguous, outdated, or extraneous. 

The file should be constructed of variable length records with one 
record for each pupil in the file. Each record should be a block or 
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physical record such that the data for each pupil can be 
autonomous. 

The first record on each physical file of information should con
form to standard label and header conventions. 

The physical records should be designed so that all items of 
fixed length are contained in the high-order position of the record. 
(The fixed items are those such as sex, grade entered, member~ 
ship, transportation status, etc.) 

The_ physical records should be designed so that all the items of 
variable length and number follow those of fixed length and are 
pre~ded by a field containing the item character count of the 
variable . data to follow. (The variable items are those such as 
standardized test scores, number of courses, etc.) 

The future use of generalized report or statistical table genera
tors could be made more efficient if the files were in this stan
dard design. 

Another important factor in file structuring and data format is 
to collect in total the full complement of data for each pupil 
regardless of whether he ma_y fall into a special category of pupil, 
such. as mentally or physically handicapped pupil. This will 
provide for standardization within the subsystem without sacri
fi~e . of speed ~?d time to encompass a small percentage of the 
pu~nls. If additional information is desired or changes needed 
to mclude the small minority, it is recommended that a special 
system be set up to handle it rather than burden the MSEIP 
~roposed system. This method of file and record construction 
is more expensive and time consuming than the conventional 
fixed physical record, or the fixed logical record file design but 
the end product is so much more compact, error free, and data 
useable, that the efficiency of processing far overcomes the ini
tial expense. 

1003. FILE CONSTRUCTION CONSIDERATIONS 

1003. 1 Data Collection 

There are several general and specific rules which form the 
methodology of data collection within the Pupil Subsystem. The 
first step in the Pupil Subsystem data collection is to determine 
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and specify the items which it will be necessary to collect. This 
list of items should then be submitted to a forms designer who, 
with the help of a technical systems analyst, should design a 
form which will permit all of the items to be collected with one 

form at one time. 

The intention of the proposed Pupil Subsystem in its initial im
plementation would be to collect data on each of the items in 
its first category (listed in section 1006.1) for each individual 
pupil within district-county and organization at the state level 
on an annual basis. If the initial collection is one hundred per
cent, then future collections will form the basis for updating only 
the data items that change in a given individual pupil record. 

Because each state will not necessarily require the same data to 
be collected, it may be that the form necessary for the data col
lection will vary slightly from state to state. Another factor 
that could cause a variance from state to state is the means chosen 
to convert the data into the electronically useable forms. Some 
states may wish to keypunch their data, other states may wish 
to use a mark-sense optical scanner or a digital scanner to con
vert their data to tapes or other electronic forms. These factors 
must be taken into consideration before data collection begins. 

The methods used in the collection and maintenance of Pupil data 
must be consistent and uniform or the results of the use of these 
items will be either inaccurate or meaningless. The design of the 
form is of extreme importance in maintaining the consistency 
and accuracy of reporting. The form should be self-explanatory, 
simple to use, and with as little room for error as possible. The 
grouping of similar or related items next to each other on the 
form(s) will improve reliability and help towards achieving these 

goals. 

Sticking to the overall goal of the MSEIP System of compati
bility between subsystems, it is recommended that each of the 
techniques of data collection and conversion be consistent among 

all five subsystems. 

1003.2 File Sequencing 

Whether the pupil data are processed sequentially or randomly, 
the original data that are collected should be sequenced before 
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they are structure~ as a file. In like manner, the data that are 
~oll~ct~d as up~ate it~ms should be setjuen_ced prior to the update 
opera~ion. This allows for a more efficient system regardless 
of _the .t~pe of pro~essing that is used. To increase the speed 
a~d ef~cie~c~ of locating and extract~ng individual pupil in
formation, _it ~s n~cessary to devise two ~upil numbering systems. 
'f!1e first numberi~_g system consists of ~n eleven-digit Universal 
Birth Number. This number provides a unique identification for 
each pupil. For a furthe~ explanation of this numbering system 
refer to page 2 97 of the Pupil data item definitions and codes'. 

The __ second numbering system cori_si~ts. of a five-digit inte~nal 
pupll sequence number which is assigned by the state by dist · t 
school within district, and grade within s~hool. This ~umb;;ci~ 
necessary b~cause of the voluminous size of the pupil file and 
!he need to isolate a range of pupils to save time in the search
mg . of the file for information. This numbering system is also 
use~ for linkage _pur~oses fro1? the other files. This i~ternal num
~ermg. sy_stem_ d~scribed below will insure continuity of informa
tion withm district and within state. This will facilitate pu n 
transfers between schools within a district without the need~o 
renumber and without the loss of individual pupil data. 

T?is_internal pupil identification number assignment plan by dis
trict 1s as follows: 

FIGURE 10-1. SAMPLE OF INTERNAL PUPIL SEQlJvNCE 
NUMBER . J l'J 

File Identification Number-Five Numeric Digits 
District xxxx 
Grade Internal Pupil Sequence Range 

K No. 1- 7603 
1 No. 7604-15387 
2 No. 15388-23081 
3 No. 23082-30774 
4 No. 30775-38468 
5 No. 38469-46161 
6 No. 46162-53855 
7 No. 53856-61548 
8 No. 61549-69242 
9 No RQ?A::L 769::\Fi 

10 No. 76936-84629 
11 No. 84630- 92322 
12 No. 92323 - 99999 
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It is recommended that each state evolve a similar internal num
bering scheme by district. Many states with several million pupils 
will probably want to expand the number of digits for this 
internal number to six. 

If each state numbers the pupils within each district according 
to a plan similar to the plan shown above. a student may move 
from one s~hool to another and retain the same number be
cause each school will be assigned a different subrange of nu·m
bers. This will facilitate consistent. accurate reporting on a pupil 
who is transferred between schools within a district. Should a 
pupil transfer t~ a new district. he. of course, will be assigned 
a new number and a new data file will be created for him. His 
old file within his old district will be retained for the rest of the 
year and will be eliminated when the file is purged the pext 
year. In addition, through the normal update cycle at the state 
department level, all · previous information contained on his file 
in the old district will automatically be transferred to his new 
district and added to his new district file. 

This internal pupil sequence number will be reassigned for all 
pupils each year. Therefore. this number will be unique only 

for the processing year. 

As a result. if the state is interested in following a pupil from year 
to year and after graduation, it is necessary to follow the pupil 
by the Univers~l Birth Number. 

1004. SAMPLE OUTPUT REPORT 

The following is a sample report using only data contained in 
the Pupil Subsystem. Although contrived. this report. because 
of the delineation by grade, probably typifies the largest per
centage of reports likely to be desired from the Pupil Subsystem. 

With a minimum of 12 items in the Pupil data file, an infinite 
number of varied reports is possible. In this sample report, 
the agency that has paid the tuition and transportation costs 
is specified by grade in summary .form. 
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FIGURE 10-2. PUPIL SUBSYSTEM SAMPLE REPORT 

TUITION 
PAID BY: 

Another 
District 

County 

Parent 

No Tuition 

TOTALS 

Grade Grade Grade Grade Grade Grade 
1 2 3 4 5 6 

17 

9 

5 

9 

1 

0 

15 

3 

7 

6 

2 

0 

10 

4 

4 

4 

7 

12 

3,334 3-,672 3,719 3,500 3,661 3,142 

3,365 3,682 3,744 3,508 3,679 3,165 

TRANSPORTATION 
PAID BY: 

District 

Another 
District 

State Only 

Private 
Individual 

District and 
State 

TOTALS 

7 4 9 8 6 

17 9 15 6 10 

16 14 14 17 10 

16 7 7 9 8 

819 721 804 917 841 

875 755 849 957 875 

1()05. MULTIPLE FILE USES 

4 

4 

11 

6 

736 

761 

The central theme of the MSEIP System is that any one or all 
of tp.e five subsystems may be used in formulating reports. This 
allows for complete flexibility at the state level, not only for pro
ducing reports for state and federal use, but also for ease of re
trieving data for research projects. To allow such flexibility, an 
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index table will be established during file building which will 
provide a linkage among all subsystems. 

This index is presented in Chapter 1100. It will allow a linkage 
between the Pupil Subsystem and any other given subsystem. The 
establishment and maintenance of these indexes will be the single 
most vital feature in the ope~ation of this information system. 

1006. DATA ITEM LISTINGS, DEFINITIONS, AND 
CODES 

1006. 1 Data Item Listings 

Chart 10-1, below, lists the individual Pupil data items ofthe 
first category. These items, 1-12, are essential in calculating re
quired individual pupil statistics. Chart 10-2 lists the individual 
Pupil data items of the second category, 13-80, which are option
al in establishing an individual pupil data file. 

CHART 10-1. PUPIL SUBSYSTEM FILE -CATEGORY ONE 

SIZE TYl't 
FIELD DATA ITEMS 

DIG/ A,N 
NO. (Definitions on pages 282 to 288, in alphabetical order.) 

CHAR A/N 

1 County-District Code 7 N 
2 School (Organization) Code 3 N 
3 Internal Pupil Sequence Number 5 N 
4 Sex 1 N 
5 Grade Entered 2 N 
6 Type of Entry or Re-entry 3 A/N 
7 Withdrawal 2 N 
8 Transportation Status of the Pupil 5 N 
9 Residence Criteria 1 N 

10 Tuition Status 1 N 
11 Number of Half Pays Membership 3 N 
12 Number of Half Days Present 3 N 
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CHART 10-2. PUPIL SUBSYSTEM FILE - CATEGORY TWO 

SIZE TYPE 
FIELD DATA ITEMS 

DIG/ A,N 
NO. (Definitions on pages 288 to 328, in alphabetical order.) 

CHAR A/N 

13 Adults Living in the Household variable A/N 
(21 Years or Older) 

14 Age Croup of the Pupil 1 N 

15 Any Other Name 25 A 

16 Area of Specialization and Course 3 N 
Emphasis 

17 Brothers and Sisters Living in variable A/N 
the Household 

18 Business Telephone Number of the 10 A/N 
Head of Household, if Differ-
ent from the Parent or Legal 
Guardian 

19 Business Telephone Number of 10 A/N 
Male Parent or Legal (;uard-
ian 

20 Citizenship Status 1 N 

21 Course Information variable N 

22 Course Load and Time Status 3 N 

23 Date of Birth 6 N 

24 Disease and Illness variable N 

25 Educational and Vocational 3 N 
Interests and Plans 

26 Educational Level of the Man 2 N 
with whom the Pupil Resides 
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(CHART 10-2. PUPIL SUBSYSTEM - CATEGORY TWO, 
CONTINUED) 

SIZE TYPE 
FIELD DATA ITEMS A,N 
NO. (Definitions on pages 288 to 328, In alphabetical order.) DIG/ 

CHAR A/N 

27 Educational Level of the Woman 2 N 
with whom the Pupil Resides 

28 Eligible for Federal Assistance variable N 

29 Eligible for Welfare variable N 

30 Evidence and Verification of 1 N 
Birth 

31 Follow-up After High School 3 N 
Graduation or Withdrawal 

32 Full Legal Name 25 A 

33 Hearing 5 N 

34 Height 2 N 

35 Identification Number n A/N 

36 Immunization Record variable N 

37 Language variable N 

38 Limitations for School Activities variable N 

39 Marital Status 1 N 

40 Name of the Female Head of 25 A 
Household, if Different from 
the Female Parent 

41 Name of the Female Parent 26 A/N 

42 Name of the Male Head of 25 A 
Household, if Different from 
the Male Parent 

43 Name of the Male Parent 26 . A/N 
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(CHART l0-2. PUPIL SUBSYSTEM - CATEGORY TWO, 

CONTINUED) 

SIZE TYPE 
FIELD DATA ITEMS DIG/ A,N 
NO. (Definitions on pages 288 to 328, in alphabetical order.) 

CHAR A/N 

44 Name of School 63 A/N 

45 N onschool Perform~nce variable A/N 

46 Number of Half Days Absent 3 N 

47 Number of Times Tardy 3 N 

48 Occupation of the Man with whom 2 N 
the Pupil Resides 

49 Occupation of the Woman with 2 N 
whom the Pupil Resides 

50 Other Children Living in the variable A/N 
Household 

51 Person to Call in Case of 50 A/N 
Emergency 

52 Physical Examin~tion 3 N 

53 Physical Impairment variable N 

54 Place of Birth 45 A/N 

55 Promo~on or Retention 1 N 

56 Pupil Referral variable N 

57 Pupil's Telephone Number 11 A/N 
and Location 

5~ Race 1 N 

p9 Reason for not Entering Local 1 N 
Public School 

60 Reason for Withdrawal 2 N . . 

61 Relationship of the Female Head 1 N 
of Household to the Pupil 

62 Relationship of the Female Parent 1 N 
to the Pupil 
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(CHART 10-2. PUPIL SUBSYSTEM - CATEGO~Y TWO, 
CONTINUED) 

FIELD 
SIZE TYPE 

DATA ITEMS 
DIG/ 

NO. (Definitions on pages 288 lo 328, in alphabetical order.) A,N 

CHAR A/N 

63 Relationship of the Male Head of 1 N 
Household to the Pupil 

64 Relationship of the Male Parent 1 N 
to the Pupil 

65 Religion 1 N 

66 Residence of the Female Parent if 80 A/N 
Different from the Pupil's 

67 Residence of the Male Parent if 80 A/N 
Different from the Pupil's 

68 Residence of the Pupil 80 A/N 

69 School Activities ( Cocurricular) variable N 

70 School from which Incoming Pupil 63 A/N 
is Received 

71 Speech 5 N 

72 Standardized Tests and Inventories variable N 

73 Surgery and Injuries variable N 

74 Teeth 7 N 

75 Telephone Number of the Male 11 A/N 
Head of l!ouseh9ld and Loca-
tion if Different from the Pupil's 
and Male Parent's 

76 Telephone Number of the Male 11 A/N 
Parent or Legal Guardian 
and Location, if Different 
from the Pupil's 

77 Type of Class 1 N 

78 Type of Pupil 2 N 

79 Vision 7 N 

80 Weight 3 N 
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1006. 2 Data Item Definitions and Codes 

This subsection lists the Pupil data item definitions and codes 
in alphabetical order within each category. The first ~ategory 
consists of the essential items; the secqnd lists the optional items. 

CATEGORY ONE 

COUNTY-DISTRICT CODE - this is a numeric field comprised 
of a three-digit county code and a four-digit district code. 

GRADE ENTERED - the grade entered by the pupil, during this 
current schoo~ year. 

01-Grade 1 
02-Grade 2 
03-Grade 3 
04-Grade 4 
05-Grade 5 
06-Grade 6 
07--Grade 7 
OS-Grade 8 
09-Grade 9 
10-Grade 10 
11-Grade 11 
12-Grade 12 
13-Grade 13 

( College 1 Year) 

14 - Grade 14 ( College 2 Years) 
15-Third Year College 
16 - Fourth Year College 
20- Nursery/ Pre-kindergarten 
21- Kindergarten 
30-Adult Education 
40- Ungraded Elementary 
41- Ungraded Secondary 
42 - Special Education, Elementary 
43- Special Education, Secondary 
44 - Sheltered Workshop 
45-Clinic 
99-Other 

INTERNAL PUPIL SEQUENCE NUMBER - this is a five
digit numeric field assigned to a pupil for internal file sequenc
ing purposes. This code is assigned yearly at the district level. 

NUMBER OF HALF DAYS MEMBERSHIP - the number of 
half days a pupil is present and absent when school is in regular 
session during a given repprting period. 

NUMBER OF HALF DAYS PRESENT - the number of half 
days a pupil is present when school is in regular session during 
a given reporting period. 

RESIDENCE CRITERIA 

1-Resident 
2- Nonresident Out of State (~pil who resides in another 

state.) 
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3- Nonresiderit Closed School (Pupil who resides in an
other active district which has no schools.) 

4- Nonresident Normal (Pupil who resides in another 
district which h~s eleinentary schools only but goes 
to school in this district.) 

SCHOOL (ORGANIZATION)CODE - this is a numeric field 
consisting of a three-digit organization code. 

SEX - the sex of the pupil. 

1-Male 
2- Female 

TRANSPORTATION STATUS OF THE PUPIL - the informa
tion about whether or not a pupil is transported to and/or 
from school, or receives services in lieu of transportation, and 
at whose expense. 

Transported 
1-Yes 
2-No 

Whose Expense 
1 - District Only 
2 - Another District 
3-State Only 
4 - Private Individual 
5- District and State 
9-Other 

Distance Transported - one-way distance from school 
1- TJess than One Mile 
2 - One Mile but I Jess than Two Miles 
3- Two Miles but Less than Five Miles 
4- Five Miles or More 

Qualified for State Aid 
1-Yes 
2-No 

Services in Lieu of Transportation 
1-Yes 
2-No 
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TUITION STATUS - information indicating whether a district 
receives tuition payment for a pupil, regardless of his residence. 

1- No Tuition 
2 - Paid by Another County 
3 - Paid by Another District 
4 - Paid by Another State 
5 - Paid by Parent 
9-Other 

TYPE OF ENTRY OR RE-ENTRY 

Original Entry - a pupil entering a school or other instructional 
situation for the first time in the United States or its outlying 
areas is referred to as an original entry. 

0- Original Entry 

Type of Re-entry- any entering pupil who was previously enrolled 
in any public or nonpublic school in the United States and/or 
its outlying areas is referred to as a re-entry. Re-entry codes 
and definitions are the following: 

1- ( R-1) - A Pupil Received from Within the Same School -
this applies where the pupil continues in membership in 
the school from one regular school term to the next; 
where the pupil's name has been transferred during a 
regular school term from one homeroom register to an
other because of a transfer, promotion, or demotion 
within the same . school; and where the pupil returns to 
the same room in the same school after withdrawal or 
discharge without entering any other school during the 
intervening period. 

2- (R-2) - Re-entry from a Public School in the Same 
Local Administrative Unit - a pupil received from 
another school under the same local control. This ap
plies to pupils who are promoted from one school to 
another; change their residence and go to a different 
school; or are reassigned to a different school. 

3-(R-3) - Re-entry from a Nonpublic School in the Same 
Local Administrative Unit - a pupil received from a non
public school located in the same local district. This 
applies to pupils who transfer from private or paro
chial schools located within the local district. 
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4 _ ( R-4) - Re-entry from a Public School Outside. the Local 
District but Within the Same State as the Loca,l District -
a pupil received from a public school outside the local 
district but within the same state as the local district. 

5- ( R-5) - Re-entry from a Nonpublic School in the . State, 
but Outside the Local District .- a pupil received from 
a private or parochial school outside the local district 
but within the same state as the local district. 

6- ( R-6) - Re-entry from Another State or Country - a 
pupil received from a school, public or nonpublic, 
located outside the state or country. 

D-Former Dropout - a pupil whose most recent previous 
school membership was terminated by dropping out. 
The suffix "D" should be added to designation for 
re-entry to indicate the source of the re-entry: 1 D, 
2D, 3D, 4D, 5D, and 6D. 

Control - Is this the first time you have enrolled in a school 
in this state this year? 

1-Yes 
2-No 

WITHDRAWAL - information about pupils who have withdrawn 
from membership in a class, grade, or schooi by transferring, 
completing .schoolwork, dropping out, or because of death. 

Transfer - a pupil who leaves one class, grade, or school and 
moves to another class, grade, or school is referred to as a 
transfer. Coded as follows: 

01-(T-l) - A pupil transferred to another grade or home-
room within the same school. 

02-(T-2) - A pupil transferred to another pubiic school 
or other instruction under public school supervision in 
the same administrative unit. 

03-(T-3) - A pupil transferred to a nonpublic school locat
ed within the same local administrative unit. 

04-(T-4) - A pupil transferred to a public school in the 
state, but outside the local administrative unit. 
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05 - ( T-5) - A pupil transferred to a nonpublic school in 
the state, but outside the local administrative unit. 

06-(T-6) - A pupil transferred to another school, public 
or nonpublic, outside the state. 

07- (T-7) - A pupil transferred to another school, public 
or nonpublic, in another country. 

Completion - a pupil who has graduated from a high school 
( grade 12) or junior college or otherwise has fulfilled the re
quirements for a prescribed program. of studies. 

08- Graduated from High School or Junior College - a 
~upil receives a diploma or degree as formal recogni
~io~ for the successful completion of a high school or 
1umor college program of instruction. 

09- Completed Other Schoolwork - a pupil who has com
pleted school in an approved manner other than 08 
~nd receives a certificate . of completion, gains recogni
tion for work as a high school postgraduate, is ac
cepted. _for eady admission to a college or university, 
or receives other recognition. 

Dropout - a pupil w~o leaves school, for any reason except 
?eath, be~ore graduation or completion of a program of stud
ies and without transferring to another school. 

10- Physical Illness - a pupil leaves school because of physi
cal illness. 

11- Physical . Disability - a pupil who was excused from 
school attendance because of a physical defect of handi
cap of a permanent or semipermanent nature. 

12 - Mental Illness - a pupil ~ho was excused or required 
to leave school because of a mental illness. 

13- Mental Disability - a pupil who was excused from school 
attendance because of a mental handicap or defect of 
a permanent or semipermanent nature. 

14- Behavioral Difficulty - a pupil who was required to with
draw from school because of behavioral difficulty. 

15-Academic Difficulty -a pupil leaves school because of 
academic difficulty. 
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16- Lack of Appropriate Curriculum - a pupil leaves school 
because the curriculum was not appropriate for his 

needs. 

17 - Poor Pupil-Staff Relationship ~ a pupil leaves school 
because of poor relationships with members of the school 

staff. 

18- Poor Relationship with Fellow Pupils - a pupil leaves 
school because of poor relationships with fellow pupils. 

19- Dislike of School Experience - the pupil leaves school 
because of an active dislike of one or more aspects of 

his school experiences. 

20- Parental Influence - a pupil leaves school as a result 
of parental encouragement to do so. 

21- Needed at f-Iome - a pupil leaves school to help with 

work at home. 

22- Economic Reasons - a pupil leaves school because of 
economic reasons, including inability to pay for school 
expenses and inability of parents to provide suitable 

clothing. 

23 - Employment - a pupil leaves school to ~eek or accept 
employment. including employment reqmred to support 
parents or other dependents. 

24- Marriage - a pupil leaves school to marry. 

25- Pregnancy - a pupil leaves school, or is required to 
leave school. because of pregnancy. 

26-Other Known Reason - a pupil leaves school or was 
required to leave for some reason other than those 
given for codes 01 to 25 above. 

27 _ Reason Unknown - a pupil leaves school for a reason 

which is not known. 

Note: Codes 28 and 29 will not be included in computing total 

dropouts. 

28- Never Belonged in this School - a pupil who was errone
ously put into another school's file when in fact he never 

belonged to that school. 
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Death - a pupil's name was removed from the membership roll 
of the school following his death. 

29 - Death - a pupil's name is removed from the rolls of the 
school because of his death. 

CATEGORY TWO 

ADULTS LIVING IN THE HOUSEHOLD (21 Years or Old
er) - the names, birthdates, and relationships of adults living 
in the household, other than parents, heads of household, or 
brothers and sisters. 

Relationship 
1-Aunt 
2- Uncle 
3-Niece 
4-Nephew 
5-Cousin 

6- Grandmother 
7 - Grandfather 
8- No Relation 
9-Other 

Specify in the left-most character position of this item the total 
number of adults living in the household. Example: 2- 02. 
Immediately following this code, specify the last name followed 
by a space and then the first name followed by the birthdate 
and relationship code. For example: 

b2ISMITHI IJOHNI091132l5IJONESI lANNll 12603(61 

AGE GROUP OF THE PUPIL - the age group into which a 
pupil falls at the time of registration for an adult education pro
gram. 

1- Under 18 
2-18-19 
3-20-24 
4-25-29 
5-30-34 

6-35-44 
7-45-54 
8-55-64 
9- 65 and over 

ANY OTHER NAME - the last name and any appendages 
such as Jr. or Ill, first name, and middle name other than the 
legal name by which the pupil is known; the maiden name of 
a married female should be used as her middle name. (Ex
cluding nicknames) 
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Leave one blank space between the combined last name with 
appendage, and the first name and the middle name. Example: 

fJONES JR) IDAVIDI IALLENI 

AREA OF SPECIALIZATION AND COURSE EMPHASIS -
the general accumulation of courses completed by a pupil 
enabling him to qualify for a diploma, certificate, or degree for 
completion of schoolwork as stipulated by the practices of the 
local and/or state school system. 

Area of Specialization 
0- Does Not Apply 
I-General 
2 - College Preparatory 
3-Business 
4- Vocational 

Course Emphasis 
00-Does Not Apply 
01-Agriculture 
02-Art 
03 - Business Education 
04 - Distributive Educa-

tion 
05 - English Language 

Arts 
06- Foreign Languages 
07 - Health Occupations 
08- Safety, Physical Edu-

cation, and Driver 
Education 

09-Home Economics 
10- Industrial Arts 
11 - Mathematics 

5 - Liberal Arts 
6- Liberal Arts Transfer 
7 - Technical 
8- Terminal Occupational 
9-Other 

12-Music 
13 - Natural Science 
14- Office Occupations 
15 - Social Sciences 
16 - Technical Education 
1 7 - Trades and Industry 

(Industrial Education) 
18-General Elementary Edu

cation and/ or General Sec
ondary Education 

19- Exceptional Child Educa
tion /Differentialized 
Curriculum 

BROTHERS AND SISTERS LIVING IN THE HOUSEHOLD
the names, birthdates, and relationships of brothers and sisters 
living in the same household as the pupil. 

Relationship 
I-Brother 
2-Sister 
3 - Half Brother 
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4 - Half Sister 
5-Step Brother 
6 - Step Sister 



Specify in the left-most character position of this item the total 
number of brothers and sisters; following this, the name, birth date, 
and relationship without spaces. Exainple: 

J 31JoHNlo60660l3JJ unvlo4105sf 2f_JA NI 10015611 I 
BUSINESS TELEfHONE NUMBER OF THE HEAD OF 
HOUSEHOLD (If Different from the Parent's or Legal Guard
ian's) - the current telephone riumber of the head of household's 
employer. Indicate the area code and all of the letters and/or 
digits. 

BUSINESS TELE;PHONE NUMBER OF THE MALE PAR
ENT OR LEGAL GUARDIAN - the current telephone number 
of the male parent'_s or legal guardiari's employer. Indicate the 
area code and all of the letters and/ or digits. 

CITIZENSHIP STATUS - the nature of the pupil's citizenship 
status within the United States. 

1- United States Citizen 
2-Other than United States Citizen 

COURSE INFORMATION - the Local Course Number and Sec-. 
tion Number, Mark of Course Performance, and the Credit 
Information given to the individual courses in which a pupil 
is enrolled. 

Local Course Number and Section Number - the Local Course 
Number · and Section Number as specified in the Instruction
al Programs Subsystem section of this document. 

Mark of Course Performance - any final mark or report re
ceived by the pupil for a course or for a portion of subject 
matter. If a percentage grade is used. convert to the appro
priate letter grade. 

0-No grade 
1-A 
2-B 
3-C 
4-D 

5-F 
6- Unsatisfactory 
7-Satisfactory 
8- Incomplete 
9-Withdrawal 

Credit Information - the credit or credits, expressed in Carne
gie Units or their equivalent, to be reported in whole or deci
mal fractions to the nearest hundredth. If credit units are inap-
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propriate to be given. as in an elementary school. this item 
should be reported as zeros in all spaces. Example: 

Will 

This item should be coded by left justifying a two-character sum 
total of courses as specified by Local Course Number and Sec
tion Number. This is immediately followed by the three-charac
ter Local Course Number and two-character Section Number 
as specified in the Instructional Programs Subsystem section of 
this document. This in turn is followed by the one-character 
Mark of Co~rse Performance and the three-character Credit 
Information for this course and section·. Example: 

1 o 31 2 o _11 o 21311 5 o 1 1 1 o I o 112 11 2. 5 l4.. o o to 31 ~1 o o o 1 

In this example. the pupil is enrolled in three ( 03) courses. The 
first, analytical geometry (201 ), section two (02), he received a 
grade of C (3), and one and one-half credit units (150). The 
second, reading (110), section one (01 ). he received a grade of 
B (2) and one and one-quarter credit units (125). T~e third, 
physical education ( 400 ), section three ( 03 ), he received a grade 
of unsatisfactory ( 6 ), and no credit units ( 000 ). ( Hypothetical 
Local Course Number) 

COURSE LOAD AND TIME STATUS - whether a pupil is 
carrying a full course load as designated by his state and/ or 
locai school district. and the percent ~f time a pupil is in school. 

Course Load - Is the pupil carrying a full course load as deter
mined by the ~tate or local school system? 

1-Yes 
2-No 

Time Status - to determine the percent of time a pupil is in 
school divide the number of clock hours per week a pupil 
is in s~hool by the number of clock hours school is in session, 
an4 multiply by 100. 

00- Full time 
For part-time. enter the percent figured to the nearest whole 
number. 
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DATE OF BIRTH - the month day, and year of the pupil's 
birth. ' 

Example: 

July 6, 1950 would be entered as IO 7 0 6 5 0 I 
DIS~ASE AND ILLNESS - a record of each disease or physi
cal illness contracted which might or does affect the pupil's 
school performance. 

00-None 
01-Measles 
02 - Pneumonia 
03 - Chicken Pox 
04 - Tuberculosis 
05-Polio 

Extent 
1-Slight 
2-Moderate 
3-Severe 

06 - Rheumatic Fever 
07 --- Diphtheria 
OS-Whooping Cough 
09-Mumps 
98-No Information Available 
99-Other 

Date - enter the month and year the disease or illness was 
contracted. 

Specify the number of diseases and illnesses. Left justify this 
number followed by the two-character disease or illness code 
contiguously placed. This code is then followed by the one
chara~er extent code for that disease or illpess followed by the 
four-character month and year code in which the disease or 
illness was contracted. Example: 

In this example, the pupil had three (3)diseases and/or illnesses. 
The first, measles (01) with slight ( 1) extent, in June 1963 
(0663). The second, polio (05), moderate (2) extent, in Septem
ber 1964 (0964 ). The third, mumps (09), moderate (2) extent, 
in November 1959 (1159). 

EDUCATIONAL AND VOCATIONAL INTERESTS AND 
PLANS - information about the pupil's aspirations and plans 
for vocational training and/or education after leaving the school 
in which he is currently in membership. 
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Educational Aspirations 
01- Less than High School Graduation 
02 - High School Graduation 
03 - On-the-job Trainipg 
04 -Apprentice Program 
05 - Go to School in Military Service 
06-Technical, Trade, or Business School - Two Years or 

Less 
07 - Technical, Trade, or Business School - More than Two 

Years 
08- Some College - not to Graduate 
09-Complete Junior College 
10- Bachelor's Degr~e 
11- Beyond a Bachelor's Degree 
99-Other 

Vocational Interests 
0-No Information Available 
1- Professional, Technical, and Managerial Occupations 
2 - Clerical and Sales Occupations 
3- Service Occupations 
4- Farming, Fishing, Forestry, and Related Occupations 
5- Processing Occupations 
6- Machine Trades Occupations 
7 - Bench Work Occupations 
8 - Structural Work Occupations 
9- Miscellaneous Occupations 

EDUCATIONAL LEVEL OF THE MAN WITH WHOM THE 
PUPIL RESIDES (Parent or Male Head of Household) - the 
highest educational level attained by the man with whom the 
pupil resides. 

00-None 
01-Grade 1 
02-Grade 2 
03-Grade.3 
04-Graq.e 4 
05-Grade 5 
06-Grade 6 
07-Grade 7 
OS-Grade 8 
09-Grade 9 
10-Grade 10 
11-Grade 11 
12-Grade 12 
13-Grade 13 (College 

1 Year) 

14-Grade 14 (College2Years) 
15-College 3 Years 
16- College 4 Years 
60 - High School Diploma 
61- High School Equivalency 
62 - Business or Clerical School 

Diploma or Certificate 
63- Voe-Tech 2-Year Certificate 
64 -Associate of Arts Degree 
65 - Other Post High School 
70- Bachelor's Degree 
71-Master's Degree 
72 - Doctor's Degree 
80-No Information Available 
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EDUCATIONAL LEVEL OF THE WOMAN WITH WHOM 
THE PUPIL RESIDES (Parent or Female Head ofHousehold)
the highest educational level attained by the woman with whom 
the pupil resides. 

00-None 
01-Grade 1 
02-Grade 2 
03-Grade 3 
04-Grade 4 
05-Grade 5 
06-Grade 6 
07-Grade 7 
OB-Grade 8 
09-Grade 9 
10-Grade 10 
11-Grade 11 
12-Grade 12 
13-Grade 13 (College 

1 Year) 

14-Grade 14 (College 2 Years) 
15-College 3 Years 
16-College 4 Years 
60- High School Diploma 
61-High School Equivalency 
62- Business or Clerical School 

Diploma or Certificate 
63 - Voe-Tech 2-Year Certificate 
64 - Associate of Arts Degree 
65 - Other Post High S~hool 
70- Bacp.elor's Degree 
71-Master's Degree 
72 - Doctor's Degree 
80-No Information Available 

ELIGIBLE FOR FEDERAL ASSISTANCE - information neces
sary to establish the eligibility of the local school system to receive 
federal assistance. · 

400- Revenue from Federal Sources 
410-Vocational Education 
411 - Agriculture 
412- Distributive Education 
413 - Health Occupation Education 
414 - Home Economics 
415 - Office Education 
416-Technical Education 
41 7 - Trades and Industrial Education 
4~8-Practical Nurse Training P.L. 84-911 
419-Area Vocational Education P.L. 85-864, Title VIII 
420-Vocational Education Act 1963 P.L. 88-210 
421 - Manpower Development Training Act 1963 

(Indian Vocational Training) P.L. 88-214 
422 - Manpower Development Training Act 1962 

(Training Programs) p; L. 88-214 
423- Public Health Training (Traineeships) P. L. 88-498 
424 - Public Health Service Act (Nurses Training) Title 

VIII 

425-Welfare Education Program (ADC) P.L. 87-543 
426- Vocational Rehabilitation P. L. 66-23~ 
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430 Educational Opportunity Act 1964 P. L. 88-452 
• 431 __"._ Title I B (Neighborhood ~ outh ?orps) - Basic 
432 - Title II A ( Commumty Action Programs 

. Adult! EiduAcatiodn) III B (Special Poverty Programs) 433 - Title an 

. . d Ed cation Act P. L. 89-10 440- Elementary and Secon ary . u . 
441-Title I (Educationally Deprived) 
442-Title II (Library) . 
443-Title III (S~pplementar~ Education) 
444 _.:.-Title VI (Special Education) 

460- Miscell~neous 
464-Johnson-O'Malley A~t P.L. 73-167 p L 67-85 
465-Adult Education (Indian Program) .. p L 81-815 

469- Construction/ Fedde
O
·r~lly t•~:/P ;~J!a~:;mp~cied Areas 

4 70- Maintenance an pera 10 . 

P.L. 81~874 . 1. Act (Citizenship Train-4 72- Immigration and Na~1ona ity . . 
ing) P.L. 83-414 c t I Act 

473-Juvenile Delinqqency and Youth Offen~es on ro 
of 1~61 P.L. 87-274 -692 

474-Migrant Health Act 1962 Ph.L.B~! d 20 USC 101-105 
480- Teaching Materials for t e m . 
482-Area Redevelopµient Act P._L. 87-27 
483- Civil Defense Aqult Education 

4 90 --- Other 
491- Federal Reimbursement 

S 'f . the number of entries. Left Justify this nu;n~er, followed 
b~e~/three-ch~racter code for each entry. :mxamp e. 

I 31411146914701 .1 .. the Vocational Agriculture pro
In thi§ example, the pupd1 . is m d the nu~ber to qualify for P. L. 
gram ( 411 ), and counte towar . 
81-815 (469) and P.L. 81-874 (470). . 

. RE information as to whether a pupil 
ELIGIBLE FOR ~EL~t:s s~pport via some welfare program. is receiving a portion° ! · 

0-None 
l - No Information 

Available 
2 - Local .Government 
3 - County Goyernment 
4 _ State Government 

5 _ Federal Government 
6- Private Institution 
7 _ Private Individual 
9 _ Other, Specify 
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Specify the number of welfare prograqis. Left justify this number 
followed by the one-character code for eac~ program. Example: 

1213171 
. In this example, the pupil receives welfare from two ( 2) sources, 

county government (3) and a private individual (7). 

E~IDENCE AND VERIFICATION OF BIRTH - the type of 
evidence by which the pupil's birthdate is verified. 

1 - Birth Certificate • 
~ - Previoµsly Verified School Record 
~-Other - . . 

FOLLOW-UP AFTER ~IGH SCHOOL GRADUATION OR 
WITHDRAWAL - •infqrmat~on co~cerning the employment or 
ot~er activities · of a former p~pil after he lea·ves a school. 

Education 
00_:None 
01- Less than High School Graduation 
02- High School Graduation 
03 - On-the-job Trairiing 
Q4 -Apprentice Program 
Q5 - qo to School in Milit~ry Service 
Q6-Technical, Trade, ·or J3usiness School - Two Years or 

Less 
()7 - Technical, Trade, or :flusiness School - More than Two 

Years 
08- Some Gollege - not to Graduate 
09- Co~plete ·Junior College 
IQ-Bachelor's Degree · 
11 - Beyond a Bachelor's Degree 
9~ - Other .- · 

Employment 
0-No Information Available 
1 - Professional, Technical and Managerial Occupations 
2- Clerical and Sales Occupation$ · 
3 - Service Occupations 
4-Fa~ming, Fishing, Forestry, and Related Occupations 
5 - Processing . Occupations 
6- Machine Trades Occupations 
7 - Bench Work Occµpations 
8- Strudural' Work Occup~tions 
9- Miscell~neous Occupations 
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FULL LEGAL NAME - the last name and any appendages 
such as Jr. or III, first name and middle name of the pupil. 

Leave one blank space between the combined last name with 
appendage, and the first name and the middle name. Example: 

I VANHORNIII I IJOHNI !JOSEPH I 
HEARING - a measurement that indicates normal or abnormal 
hearing in a pupil. Record the measurement of hearing ability 
for each ear in decibels and the speec~ range due to hearing loss, 
along with the name of the test or instrument used, and the year 
the test was administered. 

0-Normal 

Loss in Decibels 
1-10 
2-20 
3-30 
4-40 
5-50 

Speech Range 
1-Normal 
2-Limited 

Test Used 

6-60 
7-70 
8-80 
9-90 or more 

1-Air Conduction Audiometer 
2 - Bone Conduction Audiometer 
9-Other 

Year tlie Test was Administered - enter the last two digits of 
the year. 

HEIGHT - the height of the pupil expressed in inches, without 
shoes. 

IDENTIFICATION NUMBER - the number assigned to the 
pupil that will be used for identification. The Universal Birth 
Number, a number assigned by the Bureau of Vital Statistics 
within each state, is recommended by the Pupil Subsystem Com
mittee. 

The Universal Birth Number is stamped on the birth certificate 
and is developed in the following manner: 
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A - an 11-digit identifier which is coded as follows: 

000 000000 00 
Area 
Code 

Birth 
Registration 

Number 

Year 
of 

Birth 
B - a temporary 11-digit identifier Id 
state education agencies that d t ~ou be developed for those 
Universal Birth Numbers Tho ~oll a~e access to state-assigned 
is suggested: · e O owmg alpha-numeric system 

000 A00000 00 

Area 
Code 

Temporary 
Registration 

Number 

Year 
of 

Birth 
Use an alpha character for the first 
number, as illustrated The r . . space of the registration 
numeric and taken fro~ blocks e::-;am1°; five ~paces should be 
education agency. The sa . fi num ers assigned by the state 
Efforts to obtain the Univer~ B~;~% asbA above is retained. 

um er should be pursued. 

Area Codes to be used in A .and B· 
101-Alabama 122· . 
102 A • - Mmnesota . - r1zona 123 M" . 
103 -A k - 1ss1ssippi . • r ansas 124 M" 
lo , . - 1ssouri 

4 - California 125 M t · 
105 c - on ana - olorado 126 N b k 
106 C . - e ras a 

- .,onnecticut 127 N d 
107 · - eva a 

-Delaware 128 _New H . 
108-District of Columbia 129-N J ~mpsh1re 
109 - Florida · • ew ersey 
110 Ge · . l30-New Mexico 

- org1a 131 Ill-Idaho · . -New York 
112- Illin~is :::- North Carolina 
113 I d" - North Dakota 

- n iana 134-Ohio 
114-Iowa 1 · 
11. 5 K 35 - Oklahoma - ansas 136 116 K -Oregon - entucky 1 · . 
117 L : • 37 -Pennsylvania - omsiana 13B R . 
118 M . - hode_ Island - ame 13 · 
119- Maryland 

1 
• 9 - So~th Carolina 

120 40-South Dak t - Massachusetts 141 T • • 0 a 
121 M" h" - ennessee - 1c 1gan 142 T . . - exas 
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143- Utah 
144-Vermont 
145-Virginia 
146-Washington 
14 7 - West Virginia 
148-Wisconsin 
149-Wyoming 
150-Alaska 
151-Hawaii 
152 - Puerto Rico 

153- Virgin Islands 
154 - Baltimore 
155-Boston 
156- New York City 
157 - New Orleans 
158- Immigration & N aturali

zation Service, Dept. of 
Justice 

159-Passport Division, 
Department of State 

IMMUNIZATION RECORD - a record of each immunization 
or immunity test and the date of administration to the pupil. 

0-None 
1-Sn:iallpox 
2 - Diphtheria 
3-Whooping Cough 
4-Polio 

5-Measles 
6 - Schick Test 
7-TB Test 
8-Tetanus 
9- Other, specify 

Date - enter the last two digits of the year the immunization 
was administered. 

Specify the number of immunizations. Left justify this number 
followed by the one-character code for the immunization, follow
ed by the two-character year in which the immunization was 
administered. Example: 

I 21315814159 ! 
In this example, the pupil had two (2) immunizations, the first 
for Whooping Cough ( 3) in 1958 ( 58 ); the second for Polio 
(4) in 1959 (59). 

LANGUAGE - the language or languages spoken in the pupil's 
home. 

01-English 
02 - American Indian 
03-Chinese 
04-Finnish 
05-French 
06-German 
07-Greek 
OB-Hebrew 

09-Italian 
IO-Japanese 
11- Norwegian 
12-Polish 
13-Russian 
14-Spanish 
15-Swedish 
99-Other 
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Specify the number of languages to a maximum of nine. Left 
justify ~his number followed by the two-character code for each 
language contiguously placed. Example: 

141011031051131 
'rhis example specifies that four ( 4) languages are spoken in 
the pupil's home: English (01), Chinese (03), French (05), 
and Russian ( 13 ). 

LIMITATIONS FOR SCHOOL ACTIVITIES - a record of 
each restriction placed upon a pupil's activity at school because 
of impairment and/or handicap. 

0-None 

Restriction 
1- No Physical Education 
2- No Shop ciasses 
3- No Laboratory Classes 
4 - No Climbing Stairs 
5- Seat at Front of the Room 
9-Other 

Duration of the Restriction 
1-One Month 
2 - One Quarter 
3- One Semester 
4-One Year 
5 - Indefinite 
6- Permanent 
9-Other 

Person Making the Recommendation 
1- Physician 6- Psychologist 
2- Nurse 7 - So_cial Worker 
3- Dentist 8- School Administrator 
4 - Other Health Official 9 - Other 
5- Mental Health Worker 

Date - enter the month and year of the recommendation. 

Specify the number of restrictions. Left justify this number follow
ed by the one-character restriction code contiguously placed. 
This would be followed by the one-character duration code 
the one-character code showing who recommended this restric' 
tion, and the month and year when this restriction became effec
tive. Example: 

l213f3f ll0867l213lll0967 I 
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In this example; the pupil has two (2) restrictions. The first 
is No Laboratory Classes (3) for one semester (3), recomrnend
ed by a physician ( 1 ), irt August 196 7 ( 0867 ). The second restric
tion is No Shop Classes (2) for one semester (3), recommended 
by a physician (1), in September 1967 (0967). 

MARITAL STATUS - the marital status of the pupil. 

1-Single 
2 - Married, Living With Spouse 
3 - Married, Separated 
4-Divorced 
5-Widowed 

NAME OF THE FEMALE HEAD OF HOUSEHOLD (If 
Different from the Female Parent) - the last name, first name, and 
maiden name of the female assuming the responsibility for the 
family. 

Enter as in FULL LEGAL NAME. 

NAME OF THE FEMAL.E PARENT - the last name, first 
name, and maiden naine of the female having parental or guard
ian responsibility for a pupil. 

Control - is the female parent living? 
1-Yes 
2-No 

This 26-character field should be specified with the living/deceas
ed code left justified followed by the 25-character name. Enter 
as in FULL LEGAL NAME. 

NAME OF THE MALE HEAD OF HOUSEHOLD (If Differ
ent from the Male Parent) - the last name and any appendages 
such as Sr. or II, first name and middle initial of the man as
suming the responsibility for the family. 

Enter this item in the same format as FULL LEGAL NAME. 

NAME OF THE MALE PARENT - the last name and a~y 
appendages such as Sr. or II, first name, and middle initial 
of the man having parental or guardianship responsiblllty for 
a pupil. 
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Control - is the male parent living? 
t ~ Yes 
2-No 

This 26.:.character field should be specified with the living/deceased 
code left justified followed by the 25-character name. Enter as in 
FULL LEGAL NAME. 

NAME OF SCHOOL - the complete name, number, and address 
of the school in which the pupil is enrolled. 

This item should be coded by separating the complete name, 
number, and address with spaces. Example: · 

IWESTFAR.GOHIGHSCHOOLI 1123! !211NORTH 

H IGHSTREETFARGONORTHDAJ{O_TA58102 I 
NONSCHOOL PERFORMANCE - information concerning em
ployment of a pupil and other activities performed outside the 
school, whether performed during the school year or during va
cations. 

Enter the year or years of participation and the honors received. 

Activities 
000-None 
001 - No In(ormatioh 
. Available 
101-Ait Club 
108-4-H Club 
110- Future Business 

Leaders of 
America 

111 - Future Farmers 
of America 

112- Future Homemak
ers of America 

i 1 7 - Junior Achieve-
ment, Inc. 

120-Music Club 
124- Photography Club 
133-YOling Farmers 

Assoc. 
201 -Aquatics 
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202 -Archery 
204 - B~seball 
205- Basketball 
206- Bowling 
210- Football 
212-Golf 
214-Riflery 
215- Snowskiing 
216-Soccer 
21 7 - Softball 
218-Tennis 
219- Track and Field 
220- Twirlers 
221 - Volieyball 
222 - Wrestling 
299 - Other Athletic and 

Sport Cocurricular 
Activities 

301 - Combo 503 - Creative Dance 
302 - Concert Band 504 - Cub Scouts 
303 - Dance Band 505- Folk Music Club 
304 - Drum & Bugle Corps 506 - Girls Recreation Ass 'n. 
305 - Marching Band 507 - Girl Scouts of the USA 
306- Pep Band 508- Hi-Y 
307 - Choir 50~ - Hobby Club 
308-Chorus 510-Junior Hi-Y 
309__:_ Jnstrumental Ensemble 511-Junior Tri-Hi-Y 
310-Voice Ensemble 512-Stamp Club 
311-Glee Club 513-Tri-Hi-Y 
312-Music Production 514-YMCA 
313-Orchestra 515- Y-Teens 
399- Other Music Cocurricular 516- YWCA 

Activities 599 - Other Social 
501 - Boy Scouts of America Cocurricular Activities 
502- Camp Fire Girls 

Honors - enter one or more of the following: 
00- None 07 - Historian 
01 - President 08 - State Honors 
q2 - Vice President 09- National Honors 
Q3-Secretary 10-Team Captain 
04 - Treasurer 11-All Conference Honors 
05 - Secretary/ Treasurer 99- Other 
06-Sergeant at Arms 

Employment - enter a job title if the pupil is employed at a 
job, other than as part of a family endeavor. 

1 - Unemployed 
2-Employed 

This item should be coded as follows: 

Number of 
Activities 

( 2 Characters) 

Employed/ 
not Employed 

Indicator 

( 1 Character) 

ID] 

First Number of First 
Activity Honors Honor 

(3 Characters) ( 1 Character) (2 Characters) 

mm [QJ m 
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Job Title 
if Employed 

(If not employed, 
this will be omitted) 

. { 15 Characters 

!0I0!O!OI0IOIO!Oi0I0IOI0I0!0I0 I 
Second Repeat 
Honor as Needed 

(2 Characters) 

m 



(CONTINUED FROM PAGE 303) 

Number of Years First Year Second Year Repeat 
Participation of Participation of Participation as Needed 
( 1 Character) 

[Q) 

Second 
Activity 

( 3 Characters) 
IDKOO] 

Example: 

(2 Characters) 

m 
Repeat 

as Needed 

(2 Characters) 

ml 

I 0212 IC LE RK-TYPI s T □□□1108ll l03f4160I 

I 6 ll62l63l306lll05I 11631 

In this example, the pupil participated in two activities ( 02 ). 
She was employed as a CLERK-TYPIST D00(15 charac
ters, left justified with trailing spaces). The first activity was 4-if 
Club (108) in which she received one honor (1). This honor 
was her appointment as Secretary (03). This pupil participa
ted four ( 4) years, 1960 (60), 1961 (61 ), 1962 (62), and 1963 
(63). The second activity was that of Pep Band (306) in which 
she received one honor ( 1 ), Secretary-Treasurer ( 05 ). She partic
ipated one ( 1) year, 1963 ( 63 ). 

NUMBER OF HALF DAYS ABSENT - the number of half 
days a pupil is absent when school is in regular session during 
a given reporting period. 

NUMBER OF TIMES TARDY - the number of times a pupil 
is tardy during a given reporting period. 

OCCUPATION OF THE MAN WITH WHOM THE PUPIL 
RESIDES (Parent or, Male Head of Household) - the nature of 
the work usually performed by the man with whom the pupil 
resides and his current employment status. 

Occupation 
0-No Information Available 
1 - Professional, Technical, and Managerial Occupations 
2 - Clerical and Sales Occupations 
3 - Service Occupations 
4 - Farming, Fishing, Forestry, and Related Occupations 
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5- Processing Occupations 
6- Machine Trades Occupations 
7 - Bench Work Occupations 
8- Structural Work Occupations 
9 - Miscellaneous Occupations 

Employment Status 
0-No Information Available 
J- Full time 
2 - Part-Time 
3- Unemployed 
4-Disabled 
5-Retired 

OCCUPATION OF THE WOMAN WITH WHOM THE 
PUPIL RESIDES (Parent or Female Head of Household) -
the nature of the work usually performed by the woman with 
whom the pupil resides and her current employment status. 

Occupation 
00-No Information Availabie 
01- Professional, Technical, and Managerial Occupations 
02 - Clerical and Sales Occupations 
03 - Service Occupations 
04- Farming, Fishing, Forestry, and Related Occupations 
05- Processing Occupations 
06- Machine Trades Occupation 
07 - Bench Work Occupations 
08 - Structural Work Occupations 
09 - Miscellaneous Occupations 
10- Housewife 

Employment Status 
0- No Information Available 
1-Full time 
2 - Part-time 
3- Unemployed 
4-Disabled 
5-Retired 

OTHER CHILDREN LIVING IN THE HOUSEHOLD - the 
names, birthdates, and relationships of children, other than 
brothers and sisters, living in the same household as the pupil. 

Relationship 
1-Aunt 
2- Uncle 
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3-Niece 
4-Nephew 



5-Cousin 
6- Foster Child 

7 - No Relation 
9-Other 

Specify in the left-ID:ost character positions .of this item, the total 
number of other children living in the . household. Example: 
[]]] indicates two children. Immediately following this code, 
specify the last n~me followed by a space and then the first 
name followed by the birthdate and relationship _code. Example: 

I02ISMITHI IJOHNI09i 13215IJONESI IANNI 

1112603161 

PERSON TO CAtL IN CASE OF EMERGENCY - the last 
name, and locater information of the individual designated by 
the parents as the person to notify in case of emergency. 

Example: 
ISMITHI l513EASTCENTRALAVENUEI I 
WESTSALEMI I\VIsC:oNSIN 60878623311 

PHYSICAL EXAM INA TI.ON - a record of physical examina
tions administered to the pupil. 

0- No Physical Examination 

School Examination 
1-School Physical Examination that Was Required 
2 - School Physical Examination that Was Not Required 

N onschool Examination 
3 - N onschool Physicai Examination Required 
4 - N onschool Physical Examination Not Required 

Year - enter the last two digits of the most recent physical 
examination. 

PHYSICAL IMPAIRMENT - a record of the nature and degree 
of physical impairment which might or does affect the pupil's 
normal progress in the usual school program. 

00-None 

Nature of Impairment 
01-Asthma 02 - Epilepsy 
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03 - Cerebral Palsy 
04 - Diabetes 
05-Allergy 
06- Heart Condition 

Extent of Impairment 
1-Slight 
2-Moderate 
3-Severe 

07 - Crippled 
08 - Physical Development 
09-Hernia 
99-Other 

Specify the number of physical impairments. Left justify this 
number followed by the two-character Nature of Impairment 
code contiguously placed. This code is then followed by the 
one-character Extent of Impairment code. Example: 

I 210413106111 

In this example, the pupil has two impairments (2). The first is 
Diabet~s (04) with severe (3) extent of impairment. The second 
is a Heart Condition (06) with slight ( 1) extent of impairment. 

PLACE OF BIRTii - the city, county, state and zip code, and 
~f born outside the Unite~ States, the city, province, and country 
m which the pupil was born. Leave a blank spa~e between city 
and county, and county and · state. Also, leave a blank space 
betw~en city and province, and province and ~ountry where 
apphcable. · 

Example: 

! WE~TFARGOI tpASSI _INORTHDAKO:A58078l 

PROMOTION OR RETENTION - information about the pro
gr~ss of a pupil iri a full time school ·program or in a graded 
or a~ ungraded situation · during a regular ~chool term. 

1- Promotion 
2 - Retention · 

PUPIL REFERRAL - information about instances in which the 
pupi~ was referred to a ·person or agency·for .assistance or guid-
ance. · 

. ' 

~pil Referred By 
00-Does Not Apply 
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School Personnel 
01-Self 
02-Teacher 
03 - Counselor 
04 - Principal 
05- Other ·school Ad~in-

istrator 
06-Social Worker 
07 - Visiting Teacher 
08- Attendance Officer 
09- Mental Health 

Worker 
10- Psychologist 

N onschool Personnel 
20-Parent 
21- Other: Relative 
22 - Foster Parent 
23- Leg~l Guardian 
24- Counselor 
25-Soci~l Worker 
26-Welfare Official 
27- Poli~e Official 
28-Court Official 
29-Mental Health 

Wqrker 

Pupil ~ferr~d To 
00-Do~s Not Apply 

School ~ersonnel 
01-Te~cher 
02 - Counselor 
03 - Prjncipal 
04 - Other School 

Administrator 
05 - Sqcial Worker 
06- Visiting Teacher 
07 -Attendance Officer 
08- Ment~l Health 

\Vorker 

Nonschool P~rsonnel 
20-Parent 
21- Other Relative 
22 - Foster Parent 

11 - Psychiatrist 
12- County Level Supervisor 

or Administrator 
13- State Level Supervisor 
14-Nurse 
15 - Physician 
16-Dentist 
1 7 - Other Health Worker 
i9-Other 

30- Psychologist 
31-Psychiatrist 
32-Nurse 
33 - Physician 
34-Dentist 
35- Other Health Worker 
36- Employer or Related 

Personnel 
37 - Community Agency 
38- Vocational Rehabilitation 
99-Other 

09-Psychologist 
10- Psychiatrist 
11- County Level Supervisor 

or Administrator 
12- State Level Supervisor 
13-Nurse · 
14 - Physician 
15-Dentist 
16- Other Health Worker 
19-Other 

23- Legal Guardian 
24 - Counselor 
25-Social Worker 

308 

2 6 - Welfare Official 
27 - Police Official 
28- Court Official 
29-Mental Health 

Worker 
30- Psychologist 
31 - Psychiatrist 
32-Nurse 
33 - Physician 

34-Dentist 
35 - Other Health Worker 
36- Employer or Related 

Personnel 
37 - Community Agency 
38- Vocational Rehabilitation 
99-0ther 

Date - enter the month, day, and year the referral was made. 

Specify the number of referrals. Left justify this number followed 
by the two-character code, showing who made the referral, con
tiguously placed. This would be followed by the two-character 
code showing to whom the pupil was referred and the month, 
day and year of the referral. Example: 

11102rn1n22061I 

In this example, the pupil has been referred once ( 1 ), by a class
room teacher (01) to an attendance officer (07), on December 
20, 1967 ( 122067). 

PUPIL'S TELEPHONE NUMBER AND LOCATION - the 
current residence telephone number of the pupil with area code 
and all letters and/or digits. 

I 

I 

Location of the Telephone 
0- No Information Available 
1 - In the Home 
2 - In the Same Building 
3- Neighbor's Home 
4 - No Telephone Available 
9-Other 

This eleven-character field should be specified with the location 
code left justified followed by the ten-character telephone number. 
Example: 

11 7 0 1 6 3 3 2 7 9 OI 
RACE - the pupil's racial origin. 

1-American Indian 
2-Caucasian 
3-Negro 
4-Oriental 
9-Other 
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REASON FOR NOT ENTERING ~OCAL PUBLIC SCHOOL -
the explanation why a child or youth of compulsory attendance 
age or of school census age has not entered any local public 
school for the regular school term. · 

0- No Information 
Available 

1- Completed School in 
~n Approved Manner 

2- Physically Incapable 
3 - Mentally Incapable 

4 - Entered Private School 
5 - Entered Parochial School 
6- Entered Other Public 

School 
9-0ther 

REASON FOR WITHDRAWAL - the reason given by the pupil 
for leaving school and his planned destination. 

01 - New Residence, 
Different School 

02- New Residence, 
School Status 
Unknown 

03 - Graduated from 
High School or 
Junior College 

04- Completed Other 
Schoolwork 

05 - Physical Illness 
06- Physical Disability 
07 - Mental Illness 
08- Mental Disability 
09- Behavioral Difficulty 
10-Academic Difficulty 
11 - Lack of Appropriate 

Curriculum 

12 - Poor Pupil-Staff 
Relationships 

13 - Poor Relationships with 
Fellow Pupils · 

14 - Dislike of School 
Experience 

15 - Parental Influence 
16-Needed at Home 
1 7 - Economic Reasons 
18-Employment · 
19 - Enter Military Service 
20-Marriage 
21- Pregnancy 
22 - Other Known Reasons 
23- Reason Unknown 
99-Other 

RELATIONSHIP OF THE FEMALE HEAD OF HOUSE
HOLD TO THE PUPIL - the legal relationship of the female 
head of household to the pupil. 

0 - No Inforqiation 
Available 

1-Mother 
2-Other Legal Guardian 
3 - Stepmother 

4-Wife 
5 - Other R~lative 
6- Foster Parent 
7-Self 
8-None 

RELATIONSHIP OF THE FEMALE PARENT TO THE 
PUPI~ - the legal relationship of the female pare~t to the pupil. 
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0- No Information 
Available 

1-Mother 
2 - Other Legal Guardian 
3 - Stepmother 

4-Wife 
5-Other Relative 
6 - Foster Parent 
7-Self 
8-None 

RELATIONSHIP OF THE MALE HEAD OF HOUSEHOLD 
TO THE PUPIL - the legal relationship of the male head of 
household to the pupil. 

0- No Information 
Available 

1- Father 
2 - Other Legal Guardian 
3 - Stepfather 

4- Husband 
5 - Other Relative 
6 - Foster Parent 
7-Self 
8-None 

RELATIONSHIP OF THE MALE PARENT TO THE PUPIL -
the legal relationship of the male parent to the pupil. 

0-No Information 
Available 

1- Father 
2 - Other Legal Guardian 
3 - Stepfather 

4- Husband 
5 - Other Relative 
6- Foster Parent 
7-Self 
8-None 

RELIGION - the pupil's religious preference as indicated by 
the pupil or his family. 

0-No Information 
Available 

I-Catholic 
2-Jewish 

3 - Protestant 
4- Undeclared 
9-Other 

RESIDENCE OF THE FEMALE PARENT (If Different from 
the Pupil's) - the current residence of the pupil's female parent. 

Enter this item with spaces as indicated. Example: 

! APT5GI IMOORHOTELI l144AWESTHI~~STREETI I 
I\VESTFARGOI INORTHDAKOTA580781 

RESIDENCE OF THE MALE PARENT (If Different from the 
Pupil's) - the· current residence of the pupil's male parent. 

Enter this item with spaces as indicated in RESIDENCE OF 
FEMALE PARENT. 
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RESIDENCE OF THE PUPIL - the current residence address 
of the pupil, including, whenever applicable, the number of the 
~ouse or hotel name and number, or apartment name and apart
ment number. Also include the name of the street, trailer park, 
city, zip code, county, or RFD, and state. 

Enter this item with spaces as indicated in RESIDENCE OF 
FEMALE PARENT. 

SCHOOL ACT~VITIES (Cocurricular) - information about par
ticipation in noncourse activities under the direction of a school. 

Enter the year or years of participation and the honors received. 

Honors 
00-None 
01 - President 
02 - Vice President 
03 - Secretary 
04 - Treasurer 
05- Secretary /Treasurer 
06- Sergeant at Arms 

Cocurricular Activities 
000-None 
101-Art Club 
102- Biology Club 
103-Boys Nation 
104 - Debate Club 
105 - Distributive Educa-

tion Clubs of America 
106-Dramatics Club 
107 - Family Living Club 
108-4-H Club 
109-foreign Language 
' Club 
110- Future Business 

Leaders of America 
111 - Future Farmers of 

America 
112- Future Homemak

ers of America 
11 a - Future Teachers 

of America 
114-Girls Nation 
115- International 

Relatio~s Club 

07 - Historian 
08 - State Honors 
09- National Honor~ 
10-Team Captain 
11-All Conference Honors 
99-Other 

116-Journalism Club 
117 - Junior Achievement, 

Incorporated 
118- Literary Club 
119 - Mathematics 
120-Music Club 
121-National Honor 

Society (NEA) 
122-National Junior 

Honor Society ( NEA) 
123-National Thespian 

Society 
124- Photography Club 
12 5 - Quill and Scroll 
126- Science Club 
12 7 - Science Fair, Inter-

national 
128- Social Studies Club 
129- Speech Club 
130-Student Nurses 

Association 
131-Trades and Industrial 

Education Club 
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132-Voice of Democracy 
133- Young Farmers 

Association 
199- Other Academic Cocur

ricular Activities 
201-Aquatics (includes swim-

ming) 
202 -Archery 
203- Badminton 
204- Baseball 
205- Basketball 
206-Bowling 
207 - Cheerleading 
208- Cross Country 
209- Field Hockey 
210- Football 
211 - Girls Athletic Association 
212-Golf 
213 - Gymnastics 
214-Riflery 
215 - Snowskiing 
216-Soccer 
21 7 - Softball 
218-Tennis 
219 - Track and Field 
220-Twirlers 
221- Vqlleyball 
222 - Wrestling 
229- Other Athletic and Sport 

Cocurricular AGtivities 
301-Combo 
302 - Concert Band 
303 - Dance Band 
304 - Drum and Bugle Corps 
305 - Marching Band 
306- :Pep Band 
307-Choir 
308-Chorus 
309- lnstrumental Ensemble 
310-Voice Ensemble 
311-Glee Club 
312- Music Production 
313 - Orchestra 
399-Other Music Cocur-

ricular Activities 
401 -Audiovisual Assistant 
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402 - Class Officer 
403 - Film Projectionist 
404 - Laboratory Assist-

ant 
405- Library Assistant 
496-National Junior 

Red Cross 
407 - National Student 

Traffic Safety 
Program 

408 - Office Assistant 
409 - Poster and Display 

Club 
410- School Newspaper 

Photographer · 
411 - School Safety Patrol 
412-School Service Clul:> 
413-Student Council, Na-

tional A~so~iation of 
414- Student Union and/ 
· or Student Activity 

Center 
499- Other School and/or 

Public Service Cocur
ricular Activities 

501 - Boy Scouts ~f Ameri-
ca 

502 - Camp Fire Girls 
503- Creative Dance 
504 - Cub Scouts · 
505- Folk Music Club 
506- Girls' Recreation 

Association · 
507-Girl Scouts ofthe 

USA 
508-Hi-Y 
509-Hobby Club 
510-Junior Hi-Y 
511-Junior Tri-Hi-Y 
512- Stamp Club 
513-Tri-Hi-Y 
514-YMCA . 
515- Y-Teens 
516-YWCA 
599 - 0th er Social Cocur

ricular Activities · 



This item sh9uld be coded as follows: 

Number of First Number of Honors in 
Cocurricular Cocurricular Cocurricular 

Activities Activity Activity 

(2 Ch~rac!ers) (3 Char~ct!rs) ( 1 · Ch~racter) 

[]!ID m1o.101 mJ 
First Se~ond Repeat 

Honor Honor as Needed 

(2 Characters) (2 Characters) 

mrm mmJ 

Number of Years First Year Second Year . Repe~t 
Participation of Participation of Participation 

(1 Character) 

ml 

Second 
Cocurricular 

Activity 

(3 Characters) 

1 omro 1 

Example: 

(2 Characters) · · (2 Cl,arac:ter,) · 

mrm mm 
Repeat 

as Neede~ 

1 02110412 iQ 110 s:1a1s Us¥• 6. a• 2 04 rm 11~4' 

as Needed 

In this · example, the pupil participated in two cocurricular acti
vities (02). The first activity· was Debate Club ( 104) in which he 
received two honors (2)~ The first honor was ~is election as Presi
dent (01 ). The second honor he received was State Honors (08). 
This pupil participated three (3) years: 1961 (61 ), 1962 (62), 
and 1963 (63). The second activity was Baseball(204) i~ which 
he received no honors ( 0 ). He participated· one year ( 1 ), 19.64 
(6~). 

SCHOOL FROM WHICH INCOMING PUPIL IS RECEIVED
the :complete name, number, and address of t~e school from wh.ich 
an· incoming pupil is receiv:ed. · 
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SPEECH - a measutement that indicates normal or abnormal 
speaking patterns in a pupil, also the type of impairment, the 
test used, and the year of the test. 

o:._Normal 

Impairment . 
1 -Articulation 
2 - Cleft Palate 
3 - Cerebral Palsy 
4-Stutter 
5-Stammer 
6-Voice 
9-Other 

Extent .. 
1-Slight 
2 - Moderate' 

· 9-0ther 

Test Used 
I-Templin-Darley 
2 - Locally Devised Test 
9---Other 

Ye~r the Te.st Was Administered - enter the last two digits 
of the year. 

STANDARDIZED TESTS AND INVENTORIES -information 
about each standardized test, subtest, and/ or inventory taken 
by the pupil. 

Test Identification · 

Achieve:nient Batteries 
, 101 ~ American Colle.ge Test 
102 -American School 

Achievement Test 
103 - California Achieve- : 

. ment Tests 
104-CaUforhia Basic 

Skills Test . . 
105 _;_ CEEB Achievement 

Tests 
106 --- Cooperative Primary 

Tests 
107 - Coordinated Scales of 

Attainment 
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108 - Essential High School 
Content Battery 

109-Gray-Votaw-Rogers 
General Achievement 
Tests 

110- High School Place
ment Tests · 

111 - Iowa Tests of Basic 
Skills 

112- Iowa Tests of Educa- · 
tional Development 

113 - Metropolitan Achieve
ment Tests 



114-National Edm;ational 
Development Test 

115-National Merit Schol-
arship Qualifying 
Test 

116- Public School 
Achievement Test 

11 7 - Public School Attain
ment Tests for High 
School Entrance 

118- SRA Achievement 
Series 

119-SRA High School 
Placement Test 

120-Sequential Tests of 
Educational Progress 
(STEP) 

121- Stanford Achievement 
Test 

122 - Test of Academic 
Progress 

123-Wide Range Achieve
ment Test 

199-0ther 

Scholastic Aptitude ( lntelligence) 
201-American Council on 212-Otis Group Intelli-

Education Psycho- g~nce Scale 
logical 213-0tis Quick-Scoring 

202 -American School Mental Ability Tests 
Intelligence Test 214- Peabody Picture 

203 -Arthur Point Scale Vocabulary Test 
204- California Short- 215- Pitner General Ability 

Form Test of 216-SRA Tests of Educa-
Mental Maturity tional Ability (TEA) 

205- California Test of 217 - SRA Tests of General 
Mental Maturity Ability (TOGA) 

206-CEEB Preliminary 218-School and College 
Scholastic Aptitude Ability Test (SCAT) 
Tests (PSAT) 219-Stanford-Binet 

207-CEEB Scholastic 220-Survey of Mental 
Aptitude Test (SAT) Maturity; California 

208 - Goodenough-Harris Survey Series 
Drawing Test 221-Terman-McNemar 

209- Henmon-Nelson Test Test of Mental Ability 
of Mental Ability 222- Wechsler Intelligence 

Scale for Children 
210- Kuhlmann-Anderson (WISC) 

Intelligence Test 223-Wechsler Adult Intel-
211- Lorge-Thorndike ligence Scale (WAIS) 

Intelligence Tests 299- Other 

Single Subject Achievement 
301- Barrett-Ryan English 

Test 
302 - Basic Skills in 

Arithmetic Form A 
303 - Basic Skills in 
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Arithmetic Form B 
304-Before We Read 
305 - Silent Reading Diag

nostic Tests: Develop
mental Reading Tests 

306- California Algebra 
Aptitude 

307 - California Reading 
Test 

308 - California Survey in 
Reading 

309-Cooperative Algebra 
Test 

310-Cooperative Chem
istry Achievement 

311- Cooperative English 
Test 

312- Cooperative Plane 
Geometry Test 

313-Cooperative Science 
Test 

314- Cooperative Solid 
Geometry Test 

315- Cooperative 
Trigonometry 

316- Crary American 
History Test 

31 7 - Betty Crocker Test 
318 - Developmental Read

ing Test 
319 - Durrell-Sullivan 

Reading Capacity 
& Achievement 

320- Gates Basic Reading 
Test 

321- Gates-McKillop 
Reading 

322 - Gates Primary Read
ing Test 

323- General Reading Test 
324- Ginn Pre-Reading 

Test 
325- Ginn Achievement 

Test 

Multifactor Aptitude Battery 

401-Differential Aptitude 
Test Battery (DAT) 

402 - Flanigan Aptitude 
Classification Test 
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326- Gray-Oral Reading 
Test 

327 - Green-Kelly Reading 
Test 

328-Iowa Algebra 
Prognostic Test 

329-Iowa Silent Reading 
Test 

330- Lee-Clark Reading 
Test 

331 - Lee Test of Geometric 
Aptitude 

332 - Metropolitan 
Readiness Test 

333 - Metropolitan Read
ing Test 

334- Nelson Biology Test 
335- Nelson-Denny Read

ing Test 
336- Nelson-Lohman 

Reading Test 
337-Orleans Algebra 

Prognosis 
338- Orleans Geometry 

Prognosis 
339- Purdue English Test 
340-SRA-Diagnostic 

Reading Test 
341- Scott-Foresman 

Reading Readiness 
342- Scott-Foresman 

Reading Test 
343- Shaycoft Plane 

Geometry Test 
344 - Survey of Reading 

Achievement 
345 - Traxler Silent 

Reading 
399-0ther 

403 - General Aptitude Test 
Battery (GATB) 

404-Jostak 
405- SRA Primary Mental 

Abilities 
499-0ther 



Personality 
501- California Test of 

Personality 
502 - Personal Adjustment 

Inventory ( Test of 
Personal Adjustment) 

503 - Personality & Inter
est Inventory 

504 - Personality Rating 
Scale 

N onstandardized Measures 
601 -Anecdotal Records 
602 -Assessment of Pupil 

Attitudes or Opinions 
603 -Assessment of Project 

Teacher Attitudes or 
Opinions 

604 - Assessment of Non
project Teacher Atti
tudes or Opinions 

Miscellaneous 
701- Frostig Developmen

tal Test of Visual 
Perception 

Publisher 
bl -American College 

Testing Program. 
Incorporated 

02 -American Cuidarice 
Services, 
Incorporated 

03 -American Orthopsy
chiatric Association 

04 -Association Press 
05- Bobbs-Merril Com

pany, Incorporated 
06 - California Test 

Bureau 
07 - Columbia University 
08- C on s u It in g Psycholo

gists Press, Incorpora
ted 

09- Education Testing 
Service 
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505- SRA Youth Inventory 
5 06 - Syracuse Scales of 

Social Relations 
507-Vineland Social 

Maturity Scaie 
508 - Bender-Gestalt Test 
599-Other 

605 - Interviews 
606 - Locally Devised 

Achievement 
Measures 

607 - Observer Rating 
608- Parental Opinion 

Questionnaire 
609 - Preschool Measures 
699-Other 

799-Other 

10- Educators and Em
ployers Tests and 
Services Association 

11 - Ginn and Company 
12 - Harcourt, Brace & 

World 
13- Houghton-Mifflin 
14 - Lyons and Carnahan 
15- Minneapolis Educa-

tional Test Bureau 
16- Personnel Press, 

Incorporated 
1 7 - Psychological Cor

poration 
18- Public School Pub

lishing Company 
19 - Science Research Asso

ciates, Incorporated 
20-Scott-Foresman 

21- The Steck Company 
22- U.S. Employment 

Security Commission 

2 3 - State Devised Test 
24 - Locally Devised Test 
99-Other 

Year of Copyright - enter the last two digits of the year of the 
copyright. 1962 should be entered as 62. · 

Title of Test Administrator 

School Personnel 
01-Teacher 
02 - School Couns, :>r 
03-Administrato1 

04 - School Psychologist 

N onschool Personnel 

05 - Psychometrist 
06- County School Official 
07 - State School Official 
09-Other 

10- Psychologist 15- State Employment 
11 - Psychiatrist Agency Personnel 
12- Mental Health Worker 16-Vocational Rehabili-
13 - Guidance Clinic tation Personnel 

Personnel 99 - Other 
14-Social Worker 

Norm Group 

First Digit 
1-National 
2-Regional 
3-State 
4-County 
5-District 
6-School 
9-Other 

Second Digit 
0-Does Not Apply 
1-Sex 
2-Age 
9-Other 

Type of Conversion Score 
0-Does Not Apply 

(Raw Score) · 
1 - Percentile Band 
2 - Percentile 
3-Stanine 
4 - Standard Score 
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5 - Grade Equivalent 
6-Age Equivalent 
7-I.Q. 
8 - Mental Age 
9-Other 



Level of Test 
I-Primary 
2- Intermediate 
3- Upper Elementary 
4 - Elementary 

5 - Junior High School 
6 - Secondary 
7-Adult 
9-Other 

Test Form - enter the form (number and/or letters) of the 
test. Left justify this nurriber. 

000- Does Not Apply 

Date Administered - enter the month and year. 

Scores - enter the test score or scores. 

Specify the number of tests. Left justify this number followed by 
the codes for test identification, publisher, copyright date, title 
of the test administrator, norm groups, type of conversion score, 
level of the test, test form, date of administration, number of test 
scores. and the score for each test. Example: 

1211 o 11 Q II fi 21Q21101 o 21614 A c1116 21 s19 QI 9 019 QI 1 s 1s s I 
1 2 o §Ji 31etc. 

In this example, there are two tests(2). The first is The American 
College Test ( 101 ), published by American College Testing 
Program, Inc. <01 ), copyrighted 1962 (62). administered by 
the local school counselor ( 02 ), with a National Norm only 
( 10 ), with the scores converted to Percentiles ( 02 ), the test level 
is secondary (6), the test form is ( 4AC ), administered in Novem
ber 1962 (1162), and has five scores (5). The scores are: (90), 
(90), (90), (75), (85). The second test is the Henmon-Nelson 
Test of Mental Ability (209), published by Houghton-Mifflin 
(13), etc. 

SURGE RY AND INJURIES - a record of surgery undergone 
and/or injuries sustained which might or does affect the pupil's 
school performance. 

Surgery 
00-None 
01 - Tonsillectomy 
02 -Appendectomy 
03-Heart 
04 - Thoracic 
05-Brain 

Injuries 
00-None 
01 - Broken Bones 

06-Eye 
07-Ear 
08-Oral 
09-Organic 
10- Muscular 
99-Other 

02 - Loss of Limb 
03 - Loss of Eye 
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04 - Loss of Hearing 
05 - Loss of Teeth 
06- Dislocation of Joint 
07-Burn 

08- Muscular 
09 - Internal 
98 - No Information Available 
99-Other 

Specify the number of surgeries. Left justify this number follow
ed l;>y the number of injuries. This is then followed by the two
character type of surgery code, followed by the four-character 
month and year code in which the surgery occurred. Immediate
ly following the month and year code f.or the last surgery, 
specify the two-character injury code, followed by the four
character month and year code in which the injury occurred. 
Example: 

1213IO1112 5 9l07l0660l04 ll 05 5I07l0866l09ll 16 71 

In this example, the pupil had two (2) surgeries and three (3) 
injuries. The first surgery was a Tonsillectomy ( 01) in Decem
ber 1959 (1259). The second was ear surgery (07) in June 
1960 (0660). The first injury, loss of hearing (04), occurred 
in October 1955(1055). The second injury, burn (07), occurred 
in August 1966 ( 0866 ). The third and final injury, internaJ 
(09), occurred in November 1967 ( 1167). 

TEETH - the condition of the teeth and gums of the pupil. 
Record the number of teeth missing, decayed, and filled. 

Gum Condition 
0-Normal 
1-Fair 
2-Poor 
3-Serious 
4-Critical 
5- No Information Available 

Enter this item without spaces. Example: 

to 1101111121 

This pupil has one tooth m1ssmg (01 ), seven decayed (07), 
seventeen filled ( 1 7 ), and has a gum condition classified as 
poor (2). 

TELEPHONE NUMBER OF THE MALE HEAD OF HOUSE
HOLD AND LOCATION (If Different from the Pupil's and 
Male Parent's) - the current residence telephone number of 
the male head of household. 
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Loca~ion of the Telephone 
0-No Information Available 
1- In the Home 
2 - In the Same Building 
3 - Neighbor's Home _ 
4-No Telephone Available 
9-0ther · 

Enter this item in the same format as PUPIL'S TELEPHONE 
NUMBER AND LOCATION. 

TELEPHONE NUMBER OF THE MALE PARENT OR 
LEGAL MALE GUA~DlAN AND LOCATION (If Different 
trom the Pupil's) - the current residence telephone number of the 
male parent or legal male guardian. 

Location of the Telephone 
0- No Information Available 
1- In the Home 
2 - In the Same Building 
-3-- Neighbor's Home 
4- No Telephone Available 
9-0ther 

Enter this item in the same format as PUPIL'S TELEPHONE 
NUMBER AND LOCATION. 

TYPE OF CLASS - the type of class or classes in which a pupil 
is to receive approved instruction. 

1-Regular 
2 - Exceptional 
3- Homebound 
9-0ther 

T~PE OF PUPIL - the group or groups into which individuals 
are classifted when identified by professionally qualified person
nel. 

00-Normal Rang~ of Pupils-pupilswithinthenormal range 
of a_bility and performance, that_ is, the general type of 
pupils in most s<;hools, courses, or classes serving pupils 
of a given age group. 

10-Gifted and T~lented - pupils identified by professionally 
qualified personnel as being mentally gifted or talented 
in such areas as: 
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11- In General Academic Work - in~luding mathe• 
matics, science, social studies, reading, foreign 
language, and other language arts. · 

12- In Fine Arts Areas - including music, dance, 
arts of design, and dramatlcs. 

1 ~- In Vocational and Technical Areas 

1 fl- In Other Areas - including athletics, human rela
tionships, and creativity in areas not identified 
above. 

20-SJow Learner - pupils who display evidence of having 
4i~culty in adjusting to the curriculum in academic 
~reas, requiring some minor modification of school 
qffering within the regular classroom· in order to attain 
~aximum growtl:i and development. . 

30- Mentally Handicapped - pupils identified by profession-
. ~lly qualified personnel as being mentally handicapped 

according to degrees of retardation. This includes those 
individuals whose ~evel of mental. development is such 
that they have been identified by professionally quali
fied personnel as unable to profit from the school pro• 
gram without special help. Pupils in this category are 
classified educationally as educable (mild-) mentally 
handicapped; trainable (moderate) mental~y handicap-, 
ped; and cu$tpd~al ( severe or profound) mentally handi"' 
capped. · 

31- Educable (Mild) Mentally .Handicapped- mentally 
handicapped individuals who are educable in the 
aca4emic, socia~, and occupational areas even 
though mo~e:rat~ supervision m~y be necessary. 

32 - Trainable (1\-fo~erate) Mentally Handicapped • 
me~tally haQ~icapped indivic;luals for whom lit• 
tie or no self-~upport is anti~ipat~d although ~ome 
improvement. i~ performance .ls· possible, especial• 
ly in the se~f-c~re social, a11d emotional adjust• 
ment and - e~onomic usefulness in the -home or 
~h~ltered env:ironment. . 

33- Custodial (~vere or Profourid) Mentally Handi• · 
capped _ - ~entally handicapped individu~ls for 
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whom neither self-support nor significant improve
ment in performance is anticipated. 

40- Physically Handicapped - pupils identified by profes
sionally qualified persons as having one or more physi
cal handicaps, for example, the blind, the hard of hear
ing, the speech impaired, and the crippled. 

41- Blind - those pupils who are declared legally 
blind. 

42- Partially Seeing - those pupils who require special 
educational facilities beyond the usual school pro
gram. 

43 - Deaf - those pupils who are declared legally deaf. 

44 - Hard of Hearing - those pupils who require spe
cial consideration because of a hearing loss. 

45- Speech Handicapped - those pupils whose speech 
is abnormal due to a physical reason. 

46- Crippled - individuals having a physical impair
ment of a type which might restrict normal oppor
tunities for education or self-support. This term is 
generally considered to include individuals having 
impairments caused by a congenital abnormality, 
for example, cleft palate, club foot, absence of 
some member, etc. · It also includes impairment 
caused by disease, for example, poliomyelitis, 
tuberculosis, encephalitis, and other neurological 
involvements which might result in conditions such 
as cerebral palsy or epilepsy, etc. It further includes 
impairments, caused by accidents, for example, 
fractures or burns which cause contractures, etc. 

4 7 - Pupils With Special Physical Health .problems -
pupils identified by professionally qualified person
nel as having either permanently or periodically 
less than the usual amount of strength, energy, and 
~ndurance and hence may need appropriate modi
fication of their educational program. Such a con
dition might result from chronic illness or environ
mental causes, for example, diabetes, cardiac dis
ease, or lead poisoning. 
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50- Socially and/ or Emotionally Handicapped - pupils 
identified by professionally qualified personnel as ha v
ing a social and/ or emotion~! handicap, such as being 
emotionally disturbed and delinquency prone. (Pupils 
having a cultural handicap are included under a separ
ate classification.) 

51 - Emotionally Disturbed - pupils identified by pro
fessionally qualified personnel as having an emo
tional handicap of sll.ch nature and severity as to 
require one or more special services, whether or 
not such services ar~ available. Such services in
clude institutional care, other professional treat
ment or care, and fnstruction in special classes 
for special pupils on a full time or part-time basis. 

52 - Delinquency Prone - pupils who have been iden
tified by professionally qualified personnel as hav
ing a strong tendency toward committing acts 
which are classified as patterns of delinquent be
havior. 

59-0ther Social and/or Emotionai Handicapped -
pupils identified by professionally qualified person
nel as being socially and/ or emotionally handi
capped in a manner other than those identified 
under the items above. The nature of their handi
cap should be specified; for example, children ad
dicated to hallucinogenic or other deviate drugs. 

60- Culturally Handicapped - pupils identified by profes
sionally qualified personnel as having a deviation or 
deficiency in cultural or environmental background tha~ 
adversely affects their school perfor·mance or learning, 
for example, non-English speaking pupils, migrant 
children, function~! illiterates, and members of disad
vantaged cultural groups_. 

61-Culturally Disadvantaged - pupils whose cultural 
background is so different from that of most pupils 
that they have been identified by professionally 
qualified personnel as needing additional educa
tional opportunities beyond what are provided by 
the usual school program if they are to be educat
ed to the level of their abilities. Certain types of 
programs for culturally disadvantaged pupils are 
referred to as compensatory education programs. 
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62- Non-English Speaking Pupils-pupils whose ability 
to speak English is so retarded that they are un
able to profit from the usual classroom instruction 
in English. 

63 - Migrant Children - pupils whose parents are mi
grant workers and who are within the age limits 
for which the local school district provides free 
public education. 

64 - Functional Illiterates - individuals who are unable 
to read, write, and compute sufficiently well to 
meet the needs of adult life. This frequently is con
sidered to include adults who have not gone beyond 
the eighth grade or who cannot read, write, and 
compute at or about an eighth grade level of 
performance. 

69-0ther Culturally Handicapped Pupils - pupils 
identified by professionally qualified personnel as 
having cultural handicaps in a manner other than 
those identified under the items above, for example, 
culturally different, parental neglect, and economi
cally disadvantaged. The nature of their handicap 
should be specified. 

70- Pupils with Learning Difficulties 

71 - Learning Difficulties - pupils identified by profes
sionally qualified personnel as having sharp defi
cits jn one or a limited number of aspects of the 
cognitive processe~, that is, the sensory, associate, 
or expressive processes and marked underachieve
ment when considering the general level or mode 
of the overall abilities. Many such pupils are also 
said to have brain injury (Strauss Syndrome), 
perceptual ha~dicaps, or minimal brain dysfunc
tions. For reporting purposes, pupils having learn
ing difficulties also should be identified according 
to other characteristics such as being within the 
normal range of pupils, being gifted or talented, be
ing mentally handicapped, partially seeing, hard of 
hearip.gt or speecp. impaired, or having other spe
cific tvpes of handic~ ps. In each case, the distinctive 
features are the sharp imbalance within the pupil's 
cognitive development and marked underachieve
ment. 
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72-Communication Disorder - pupils identified as hav
ing a communication problem for which no physi
cal reason can be determined. 

73- Underachieving Pupils - pupils who score consis-
. tently and significantly relow their expected per

formance levels on standardized achievement tests. 
Their expected performance levels are determined 
by using scores on standardized tests of ability 
to predi~t performance on standardized tests of 
achievement. · 

SO-Former. Dropouts - pupils who have returned to school 
after droppip.g out, that is, pupils whose most recent 
formal education was in an elementary or secondary 
school and·~ho withdrew from this school hr droppi:qg 
out. 

90- Miscellaneoµs Characteristics 

91-Multi~le Handicaps - pupils having morethanone 
handi~ap. These pupils should be identified also 
accor~ing to the nature of each p.and~cap as indi
cat~d elsewhere in th~s series. 

92 - Pre-kindergarten Age - pupil is below legal age for 
admission into kindergarten. 

93-Employed Youth Under Age 18-personsunder 18 
years of age who have not completed a secondary 
school and who left full time instruction to enter 
the labor fore~. 

94 - Pregnancy - a pupil who is receiving a special 
progr:am because of pregnancy. 

95-Adult and Post High School - persons of adult 
age, usually 21 years old, and youth beyond 
the age of compulsory school attenq.ance who en
roll ip. a program of ipstruction. 

96- Parep.ts - parents of school children and children 
of pre-school age. 

99- Other Characteristics - distinctive ch~racteristics of 
pupil groups not iq.en~ified elsewhere under this 
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series, s4ch as p~pils in a given prQgram of study. 
Any such cha~acteristic should be specified. 

VISION - a meas4repient that indicates norm~l or abnormal 
vision in a pupil . . · · · · 

Record the measurell)ent of visu~l ability for eac~ eye, µncor
rected and corrected with eyeglasses, along with the name of 
the· vision test and t.)le year of the test. · · 

• • J ' • ,, 

Uncorrected Vision 
0-20/20 (normal) -
1-20/30 
2-20/40 
3-20/50 
4-20/60 

Corre~ed Vision 
0- 20/20(normal) 
1-:--20/30 . 
~-20/40 
3-20/50 
4-20/60 

Test Used 

5-20/70 
6-20/80 
7-20/90 
8-20/100 
9- More Severe than 20/ 100 

5-20/70 
6-20/80 
7-20/90 
8-20/100 
9- Less than 20/100 

0-No Information Available 
1 - Snellen Illiterate "E" 
2 - Snellen Alphabetic 
3 - Titinus Optical School Vision Tester 
~-Other · 

Yea~ the test w~s administered - enter t~e last tw~ digits of the 
y~ar. · · 

WEIG HT - the weight of the pupil without shoes, expressed in 
pouncis. 
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Chapter 1100 

1100. COMMON FEATURES OF THE SUBSYSTEMS 

1101. GENERAL 

The overall design concept of the MSEIP System was predicated 
upon district information being compiled and submitted as input 
to an SEA information system. For this reason all five subsystem 
files are maintained in district sequence. 

The collection of a data item only once is an advantage of this 
system that is second only to the improvement of availability 
and accuracy of the informatiop.. There are systems presently 
collecting· identical data items several times. If sufficient systems 
analysis precedes implementation, the MSEIP System will satisfy 
information requirements and lessen duplication of effort by the 
LEA. . 

1102. PROCESSING AND STORAGE 

1102.1 File Storage Considerations 

As used in this chapter, a storage device in which all individual 
records have essentially the same access time (usually in terms 
of milliseconds) is considered a mass storage device ( magnetic 
disk or drum). A device in which the access time for a specific 
record may vary by several orders of magnitude, depending 
on its sequential file position, is a sequential storage device ( mag
netic tape). 

For effective and efficient multiple subsystem file usage, it would 
appear to be desirable to have all records equally accessible 
from a time standpoint. This is true if frequent use is contemplate~ 
for interdistrict compilation and analysis, and if input to the 
system is done on a short-term updating basis. If the files are 
updated only at annual intervals and if reports are generated 
infrequently, then a magnetic tape system utilizing packaged 
sort and report generator software could well be the optimum 
choice. 
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Certain hardware utilization for other purposes by the SEA or 
by other state agencies plays a significant role in the selection ·of 
equipment. Mass storage devices which are highly desirable for 
some applications, but the cost of which might not be justified 
on _the basis of a s~ngle application, may become economically 
desirable and practical ( even essential) in light of overall com
puter installation utilization. 

1102.2 Updating and Maintenance Considerations 

The updating and maintenance procedures, and the computer 
programs required to implement these procedures, must be 
designed with consideration given to the frequency of file usage 
an~ to !he type _of storage devices which will be used. Some q.p
datmg mformahon will. of course. affect more than one sub
system file. It would be worthwhile. both for reduction of cleri~al 
effort and for increased accuracy, to consider interfile updating 
from one computer input document. For example, if a course 
number designation is to be changed, it would affect all five 
subsystem files. An input document might signal an Instruction
?-1.1:ograms Sub~ystem file update, and internal processing might 
1mtiate the updatmg operation for the Facilities, Finance, Pupil, 
and Personnel Subsystem files wherever the erroneous course 
nu~ber app~ars. The practicality of such a single-source up
d~tmg techmque would obviously depend on the selection of 
mass storage devices. 

1103. MULTIPLE FILE LINKAGE 

1103. 1 General 

!he fm~dament~l concept of an integrated information system 
1s that mformahon can be collected and maintained on the basis 
of tw? or more logical constructs ( as in the five subsystems that 
constitute the MSEIP System), and the information so collected 
and maintained can be structured in a manner which facilitates 
association of all d~ta. Thus, data are collected and maintained 
in separate fil:s to facilitate the collection process itself; to group 
the more obviously related data items on a rational basis· to 
simplify the actual data file construction; and to gain accepta~ce 
by system users and in increasing accuracy ofrecorded informa
tion - to minimize redundancy and quplication of effort. 
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Another significant aspect of _designing_a total i~t~grated informa
tion system is in establishing the use, defimhon. and code of 
each data item. If information usage is not thoroughly analyzed 
as a part of the overall system design, then there is a good 
possibility that the total system will incorp_orate larg: m?-sses 
of useless data. Further, it might riot con tam data which 1s de
sirable or essential, for either current or future use. 

In a system composed of two or more subsystem_s, th:re ~xists 
the danger of making each subsystem a self-contained mforma
tion unit with reports and analyses envisioned from separate 
subsystems. An overview of the data to be ~ontained i~ all sub
systems and the specific definition and rationale for mterr_el_a
tionships among the subsystem files is an absolute prereqms1te 
to integrated information systems design. 

Additions and expansions of data items add to, the complexity 
of the system and must be weighted against their usefulness to 
the total system before they are incorporated. 

Through the use of key items or d~mensions_, a P?ysical link 
may be established between information ~ontame~ m one ~ub
svstem file and some logically associated mformahon contamed 
i~ one or more of the other subsystem files. 

As explained in Chapter 500, this physical link is effected through 
the construction of indexes which serve the dual purpose of file 
linking and cataloging of the record storage locations. This is 

direct linkage. 

Of at least equal importance to the integrated information 
system concept are the indirect linkages whic~ exist among 
subsystem files. The sequential_ order of records m a subsyst~m 
file may not always be the most desirable order for~ specific 
file use. 1h such a case, a file may be resequenced, or 1t may be 
searched and the desired information accumulated and summa
rized during the search operation. 

Actual manipulation of two or more subsystem ~les may t~ke 
place concurrently with the techniques employed m pr~cessmg 
one file being controlled wholly or in part by the_ pr?cess1~g tak
ing place in another file. This is the essence of indirect lmkage. 
Specific instances of linkage for each subsystem follow• 
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1103. 2 Linkage From Facilities Subsystem 

The Facilities Subsystem consists of four basic types of records 
as defined in Chapter 600. A direct link exists between building 
and space numbers for an individual space record in the Facili
ties Subsystem file and the records in the Instructional Programs 
Subsystem file for courses taught in that space. 

Indirect linkages exist between the Facilities Subsystem file and 
the Finan~ Subsystem file in that characteristics of buildings 
or of_ vehicl~s as found hi the Facilities Subsystem file may be 
associat~d with !he costs of operation and maintenance as they 
appear m. t~~ Fmance Subsystem file under the applicable area 
of responsibiht~ codes ( 300- Facilities, Maintenance, and Opera
tion; 611- ~eh1~le Operation; 621- Vehic~e Servicing and Main
ten3:nce ): '_fhis lm~age may be broadened to include number of 
pupils ehgible for transportation ( Pupil Subsystem file) and num
ber of professional and ancillary personnel involved (Person
nel. Subsyste~ file - assignment and area of responsibility). 
~ lmk~ge exists between the Space Records for specialized built
m eqmpment, and the Instructional Programs Subsystem file 
for. th~ co~rses takin~ pla~e in these spaces. This linkage gives 
an mdicahon of the uhhzation of specialized classrooms. 

The hypothetical report ( Figure 11-1 ), outlined to illustrate in
terfile linkage with Facilities, utilizes the Finance Subsystem 
file. Vehicles are listed bY: type and number from the Facilities 
Subsystem records, and the average number of pupils transport-
ed per day~ cost per pupil, total miles traveled, and total cost 
are summarized from the Finance Subsystem records. 

FIG URE 11-1. FACILITIES SUBSYSTEM ILLUSTRATIVE 
REPORT 

TRANSPORTATION FACILITIES 

N1:1mber/Type 
District 1001 

Avg. No. of Cost Total Total of Pupils Trans. Per Miles 
Vehicles Trans. 

Per Day Pupil Traveled Cost 

10 Conventional 396 $75.21 45,270 $29,783.16 
Carriers 

4 Small Carriers 26 32.22 21,600 837. 72 

2 Automobiles 8 26.43 11,240 211.44 
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1103.3 Linkage From Finance Subsystem 

The Fina~ce Subsystem has no index a~ s~ch, because the dimen
sions which constitute the file records wouldrequirethat the index 
be nearly ~s ~arge as the file itself . . Further, the expenditures 
record was designed so that many different facets of educational 
costs could .be anaiyzed through the use of ·a single data base, 
and a comparative cost analysis could be performed utilizing 
other data bases. 

Thu_s, . the cost ~f inaintainfog and operating faciliOes may be 
related to the physical characteristics of the facilities; the cost 
of an instttJ.ctional area may be related to the individual courses 
offered in that area and to the specialized ..facilities available; 
the cost of employee benefits may be related to the iongevity 
of the employees- _(the ernpioyees could be cla~sified by major 
area of re~ponsibility or simply by professionaljprnfessional
educatfonal · <;>r . technical/ancillary status); the cost of special
ized instruction~! programs may be compared tb nonspecial
ized programs on the basis of pupils served and of the charac
teristics of pupils (normal or exceptional, retarded or gifted, 
normal or socially malajtisted ). 

The report (Figure 11-2), chosen to illustr_ate interfile relation
ships for the Finance Subsystem, utilizes the Finance Subsys
tem file to determine all c~sts directly associated with the mathe
matics program in a particular high school, and the Instruc
tional Programs Subsystem file to list the courses ( and content) 
which constitute this program. 
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1103.5 Linkages From Personnel Subsystem 

A Personnel Subsystem iqdex has been designed which will 
directly link each staff member to the Instructional Programs 
Subsystem file for · each course the individual teaches. The Per
sonnel records so indexed will consist only of professional per
sonnel with actual teaching assignments. The linkage for non
teaching ( administrative and support) professional staff and for 
technical-ancillary staff will be indirect. These indirect linkages 
might be through primary area of responsibility for technical
ancillary personnel which could link to Finance Subsystem 
records, or to Facilities Subsystem records in the case of custo
dial personnel for the sites and buildings or vehicles for which 
they are responsible. 

A direct multi-index linkage exists for the teaching staff through 
the combined use of the Personnel Subsystem index and the In
structional Programs Subsystem index. The Personnel Subsys
tem index points to the entry in the Instructional ~rograms Sub
system index for each course assignment; the Instructional Pro
grains Subsystem index, in turn, gives the location in the Facili
ties Subsystem of the record describing the space in which the 
course is offered and the location of the beginning internal pupil 
sequence number in the Pupil Subsystem file for the range of 
such numbers identifying the pupils enrolled in that course. 

The hypothetical report (Figure 11-4 ), constructed to illustrate 
interfile linkage capabilities of the Personnel Subsystem, should 
be examined with consideration of all the usual perils involved 
in attempts to determine teacher quality. The report describes 
elementary homeroom teacher traits such as highest degree 
held, sex, and age; and it uses the Pupil Subsystem file to deter
mine, on the basis of tests and retest scores, changes in social 
awareness. 
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FIGURE 11-4. PERSONNEL SUBSYSTEM ILLUSTRATIVE 
REPORT 

HOMEROOM TEACHER STUDY 
409 Elementary School 
District Number 3333 

SOCIAL 
SECURITY HIGHEST 
NUMBER DEGREE ~ ~ 

484 32 2351 13 1 36 

391 24 7735 12 1 38 

482 60 6510 10 2 22 

480 36 7164 11 2 33 

1103.6 Linkage From Pupil Subsystem 

PUPILS OCIAL AWARENESS 
TEST AND RETEST 

IMPROVEMENT 

1AEAN so 

12 2.63 

15 3.01 

19 3.45 

13 2.89 

Due to the size of the individual pupil records and to the number 
of records in the file, the Pupil Subsystem index is restricted to 
an internal pupil sequence number ran_ge locater. Analogous 
to the Finance Subsystem, a Pupil Subsystem index which would 
point to . each course in which a pupil was enrolled, would be 
prohibitively large. Therefore; most of the interfile linkages in
volving the Pupil Subsystem are from, rather than to, . other 
subsystem files. Several of the indirect linkages of Pupil Sub
system files and other subsystem files have been mentioned previ
ously. Most are on a summary or selective basis, such as num
ber of pupils eligible for transportation or for special program 
aid. 

The hypothetical report ( Figure 11-5 ), outlined to illustrate 
interfile linkage with the Pupil Subsystem, involves cbcurricular 
activities. The cocurricular activity is defined from the Instruc
tional Programs Subsystem file; the direct cost and the revenue 
produced comes from the Finance Subsystem file; the staff 
member( s) responsible for the activity comes from the Person
nel file; the facilities acquisition cost, if any, used for each activi
ty comes from the Facilities Subsystem file; and the number of 
pupils engaged in each activity (with an indication of how many 
of those are engaged in one or more other activities) comes 
from the Pupil Subsystem file. 
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Chapter 1200 

1200. PROGRAM SPECIFICATION CONSIDERATIONS 

A program specification is a document which represents all the 
design criteria for any program or system of programs. The 
completion of this document is an essential requirement prior 
to the implementation of all or any part of the system. 

This specification document is useful in all stages of program 
development, from coding the initial program instructions to 
the completed product or program. The program specification 
normally contains two divisions, general data pages and general 
logic flowcharting. 

121)1. GENERAL DATA PAGES 

The general data pages of the program specification provide 
various program essentials: definition of purpose and require
ments; algorithmic requir~ments; definition of terms, formats, 
anµ code~ used within the program; program restrictions; and 
edit and error procedures. 

1201.1 Definition of Purpose and Requirements of the Program 

The first step in the development of a program specification is 
that of determining the requirements of the program. This is a 
prerequisite for any other effort on the program specification. 

To define the progra:µ1 requirements, the exact purpose of the 
program must be determ!ned. The logical derivatives of the pur
pose are reflected in the specific program requirements. 

For example, assume that we want to perform a comparison 
study of the overall adjustment and resulting grade point aver
age of a.II male students in the eighth grade of each school district. 
Such a stuqy is begun by listing all of the requirements of the 
pr9gram or subprogram. Requirements of the program in this 
~xample would be to: qetermine the total number of students in 
the eighth grade of each school district; determine the grade 
pqint of each stude~t and the grade point average for each dis-
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trict; and complete and rank each district by comparing the 
average grade points of the students in each district. Such gen
eral requirements must be defined before other program speci
fication considerations are undertaken. 

1201.2 Algorithmic Requirements 

An important consider~tion in the design and development of 
a program or system of programs is the algorithmic require
ments. Algorithmic requirements consist of formulas used with
in the program application, input and output parameters used 
in the program, and algorithms used within the program. 

An algorithmic requirement pertains to a constructive calculating 
process or technique usually assumed to lead to the solution of 
a problem in a finite number of steps. 

The various algorithms, formulas, and miscellaneous parameters 
which are used within the program are defined in the program 
specification. The basic program specification normally contains 
an entire subsection which is devoted to the definition and list
ing of each algorithmic requirement specified within the program. 
This is important to the full understanding of the techniques 
used in the problem solution. · 

1201.3 Input and Output Requirements 

The input and output requirements are a basic part of, and play 
an extremely important role in, the design and development of 
a program or system of programs. It · is important that they 
be listed and defiped within the program specification. The fol
lowing are examples of input and output requirements: 

Input/Output Media - contain all the pertinent information defip
ing exactly the media of the input to the pro.gram and the output 
media from the program. · 

Input/Output Formats - consist of detailed information abolltthe 
specific input/output formats used in the program. 

Input/Output Codes - consist of a listing of the various codes 
used within the program, resulting from the input or output of 
a particul~r peripheral device. 
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1201.4 Definition of Terms, Formats, and Codes Used Within 
the Progra:qi 

Just as the program requirements for a program must be defined, 
the various codes, terms, and formats used within the program 
or system of programs must also be defined. It is not important 
that one code or term be used instead of another but the term 
or code useq. must be defined exactly. However, a particular 
code may have distinct advantages in a given operation. 

Terms, formats, and codes serve the same purpose to the pro
gram as the alphabet does to the language structure. They are 
the basic units of data to the program. They must be well defined 
and entered in the program specification. 

1201.5 Restrictions of the Program 

The description of the various restrictions of the program or 
system of programs is often overlooked. Yet, it is just as im
portant to the program and its users as the requirements of the 
pro gram. The user must know both the restrictions and the re-
quirements of the program. · 

Normally encountered program restrictions can involve those of 
usage, input/ output, timing and space, among others. The 
recognition of program restrictions is important to the imple
mentation and maintenance of a program, and it is necessary 
to describe and list all pertinent program restrictions in the 
specification of the program. 

1201.6 Edit and Error Procedures of the Program 

The edit and error procedures are an integral part of the pro
gram or systemofprograms. Theirprimarypurposeis to achieve 
full utilization of the program. 

It is, of course, important that all the requirements of the pro
gram are met. It is equally important that the procedures for 
error recovery or edit techniques are proviqe~ in the event that 
program requirements are not met. The provision of these pro
cedures is, unfortunately, one of the most common areas of lax
ity in the design and development , of a program and its specifi
cations. However, the final program will be successful only to 
the degree _in which these procedures are developed. 
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1202. GENERAL LOGIC FLOWCHART 

The success of any particular design effort is directly propor
tional to the qetail in which the program has been flowcharted. 
Flowcqarts ar~ pictorial, or graphic, representations of the major 
steps of the work to be done. Their illustrative symbols may 
represent documents, machines, or actions taken during the 
work process. · 

The logical flow of the program represented by a flowchart is 
a d~tailed diagram of the work steps to be done in terms of the 
logic or built-in operations and characteristics of a specific 
machine. As a result, the flowchart of a program or system of 
programs is a vital part of the program specification. 

Once the program requirements have been defined, the design 
phase pegins. During the design phase, the program is laid 
out logically from beginning to end, through the use of flow
charts. When the program is completely flowcharted, the pro
gram implementation phase begins. lt is during this phase that 
ac~uracy of the program logic, as depicted by the flowcharts, 
can be determined. The implementation of the program will be 
only as effective ·as the general logic flowcharting. 

1203. MANUAL INTEGRATION CONSIDERATIONS 

In the overall system concept, the computer and computer pro
grams are but a small part of the entire spftware environment. 
Other areas of consideration revolve around the manual opera
tions of the system and their applicability for integration into 
the system. These include ·such items as independently standing 
programs. Questipns arise as fo wheth~r the system should 
bend to accommqdate smaller programs or vice versa. These 
are manual integration questions. 

The entire system must function in an integrated or related man
ner; it cannot exist as a series of unrelated entities. These are con
siderations which must be taken into account during the early 
stages of the design phase. · 

Another importa!}t consideration in the design and development 
of a program, which is reflected in the program specification, 
is that of the manual integration procedures. At the outset of a 
project, it is necessary to include in the program considerations 
such items as the software environment and the possible prob-
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lems this environment might cause. Other related considera_tions 
revolve around such questions as: Will the program run m an 
on-line or batch processing mode, in parallel with another pro-
gram, or in a real-time environment? 

The approach in answering these questions and solving th~ in
herent problems falls into the general cate~ory ~f manu~l mte
gration considerations. At times these considerations ar~ not a 
part of the program specification document, but they ar: iml?or
tant considerations in the development of the specification. 

1204. INSTRUCTION AND TRAINING REQUIRE
MENTS 

The design and development of a progr~m or ~ystem of p~o
grams necessitates the consideration of the mstr~ction and tram
ing requirements of all technical and operational personnel. 
These requirements reflect the schedule of events and milestones 
of the project. 

The instruction and training requirements are considerations 
which must be made early in the design and development pha~e 
of ~ project. They are critical to the project and form !~e b~sis 
for the schedule, which is included in the prograi:n specification. 
During the design phase, it is necessary to consider the numer
ou·s requirements of the program and ho~ each ~elates to the 
complexity of the training phase of the program implementa-
tiqn period. 
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1406. FILE CONVERSION 

The problem of converting existing files to be compatible with 
the files developed by the tailored MSEIP System will vary great
ly among SEA's. This conversion problem may be the most 
difficult problem facing the SEA in the implementation of the 
system. Many states have already collected and stored data 
items defined by the MSEIP System. In addition, some SEA's 
have already developed systems and operational programs for 
collecting, storing, and retrieving the data. Further complicating 
matters, some SEA's have historical data files covering the past 
several years. 

Each SEA will have to solve the problem as to what should be 
done with the data items that have been collected previously. 
In most cases, trying to convert these historical files to make 
them compatible with the new system will be a difficult task. 
For example, the definition and coding structure for many of 
the data items will be different and there may be no meaningful 
way to convert the old codes. If the SEA should decide to convert 
the previously collected data, the same analysis and design 
steps that are discussed throughout this DOCUMENTATION 
should be used in designing the system for file conversion. 

1407. TIME, COST, AND HARDWARE CONSIDER
ATIONS 

The length of time and the amount of money needed to imple
ment an integrated information system can be determined only 
by each SEA. The length of time will depend upon the money 
and personnel the SEA is willing to allocate to the design and 
operation of the system. Only under rare circumstances, or per
haps ~ever, should an SEA attempt to reduce the length of time 
by reducing the amount of preplanning needed to implement the 
system. Experience has shown that the length of time and the 
cost are inversely proportional to the amount of preplanning. 
The SEA sho4ld perform the prescribed steps in the design of 
the complete system before it attempts to implement data collection 
of any part of the system. 

The cost for a11y system should consider two categories - develop
mental and operational. The developmental cost will be approxi
mately the same whether the SEA implements the system in phases, 
o:r all at once. Hence, implementing the system in phases does 
not reduce developmental cost. It does, however, spread part of 
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Chapter 1300 

1300. PROGRAMMING CONSIDERATIONS 

The technical design and development of a system of programs 
must concern itself with numerous programming considerations. 
These considerations must be decided early in the design phase 
prior to any development effort. 

Six of the most common programming considerations are: pro
gramming languages, utility programs, test planning and imple
mentation procedures, program maintenance, documentatjon 
standards, and review and concurrence. A detailed analysis of 
these programming consideration categories is given in the fol
lowing sections. 

1301. PROGRAMMING LANGUAGES 

The selection of the basic programming language or languages 
to be used in the implementation phase of the project is probably 
the most important programming consideration. Nearly every 
programming language has an orientation specific to a particu
lar application. 

For example, t4e scientific programmer or engineer with many 
formulas and little knowledge of a computer would choose the 
FORTRAN programming language. The business oriented pro
grammer with a business application would prefer the COBOL 
(COmmon Business Oriented Language). 

FORTRAN exists in numerous degrees of capability, that is, 
FORTRAN II, FORTRAN IV, FORTRAN V, etc. COBOL also 
varies from compiler to compiler and computer to computer. 
Consequently, it is necessary to investigate thoroughly each cate
gory of programming languages early in the program design 
phase. This investigation should result in the selection of the 
programming language which most closely fits the implementa
tion needs of the application. 

1302. UTILITY PROGRAMS 

Another important programming consideration revolves around 
the proper selection of certain utility programs to be used in 
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the project implementation phase. Examples of these utility pro
grams are: report generator program, sort-merge program, diag
nostic programs, file maintenance program, and flowchart gen
eration program. 

Utility programs are best described as problem and project aids 
which effectively complement the programming langµage in 
achieving the total implementation of the program. In the total 
programming effort, it . is important that eac;h of the utility 
programs is investigated for possible applicabi\ity prior to the 
development of the program. These program subroutines are 
integral parts of the overall programming langµage considera
tions and are normally selected coincidentally with the program
ming languages. 

1303. TEST PLANNING AND IMPLEMENTATION PRO
CEDURES 

The development of any program requires a test planning and 
implementation phase. It is during this testing period that the 
program design and abilities are thoroughly reviewed through 
a formal testing and evaluation plan. 

The testing and evaluation plan is similar in nature for every 
software product. Categorically, the phases are described below: 

Pre-project Definition Phase - during this phase, the total soft
ware requirements are reviewed, planned, and proposed. 

Test Development Phase - during this phase, the acceptance test 
procedure( s) is designed, developed, and checked out. This 
phase is separated into three categories: component testing, sub
program system testing, and systems testing. 

Demonstration Testing Phase - during this phase, a demonstra
tion test, consisting of derivatives from the test development 
phase as well as new material developed, is used in delivery of 
the product to the customer and in achieving acceptance of the 
product. 

Maiptenance Testing Phase - during this phase, necessary modi
fications and normal maintenance techniques are applied to the 
previously developed test procedures such that the existing test 
procedures for the software product are in an up-to-date condi
tion at any given time. 
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The implementation of a well-defined test plan will assure a more 
accurate, timely, and inexpensive program. 

1304. PROGRAM MAINTENANCE 

A programming consideration often overlooked is progr~m main
tenance. Program maintenance is that activity by which the pro
gram is kept . up to date in respect to design, develop~ent, and 
documentatio_n. rt requires a period of time during which ap
proved changes, updates, and corrections for errors are made 
to the program. During this time, the program specification 
document is . correspondingly updated to reflect any changes 
which have been made to the program. 

Program maintenance begins early in the implementation phase 
with the assignment of appropriate personnel to the project. 
These personnel should be assigned to make the technical prepara
tions for the eventual maintenance period. This would consist 
of studying the overall systein and its components such that 
these peopie could maintain the system or program in its entirety. 

1305. DOCUMENTATION STANDARDS 

A considerable amount of time in the design, development, and 
implementation phase of any system should be spent in document
ing. There is a definite need that documentation standards be 
set prior to the beginning of the design phase. These standards 
would then apply throughout the entire project and continue 
into the program maintenance phase. 

The standards relate to the documentation as the program speci
fication relates to the program. The documentation standards 
govern the format and content of all documents of any proj
ect. Each class of documents such as a program specification, 
progress report, design and maintenance manual, etc., wi.11 not 
have the same format, but each class of document will be con
sistent in format and content. 

The various classes of documents which should be standardized 
are: technical des1gn specification, program specification docu
ment, milestone type progress reports, design and maintenance 
manuals, program user manuals, program operating instruc
tions, and newsletter type updates. 
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A well-designed and defined documentation standard for each 
class of document can insure a contimiity of information with
out sacrificing content. 

1306. REVIEW AND CONCURRENCE 

Review and concurrence are generalized terms which refer to 
the determination of the soundness, accuracy, and content of 
the design specification and other technical documents. It is this 
review which can reveal, at a very early stage, any program de
sign error which would alter the outcome of the project. This 
could prevent an outcome inconsistent with the overall project 
goal. 

This review should occur periodically and work should not 
proceed until the review and concurrence is complete. This type 
of review not only checks for mechanical errors, but also for 
errors of interpretation which frequently cause greater problems 
than mechanical errors. 
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1400. 

1401. 

Chapter 1400 

IMPLEMENTATION CONSIDERATIONS 

GENERAL 

The purpose of Chapter 1400 .is to assist the SEA's in the imple
mentation of an integrated information system. It is impossible 
to list all of the considerations pertinent to each state in the im
plementation of an integrated information system. However, 
this chapter will suggest considerations to assist SEA's in pre
paring their detaiied plan for implementation. The considerations 
presented are general and SEA's should incorporate others that 
are specific to their individual states. 

1401.1 Organization 

A broad diversity of organizational patterns currently exists 
within SEA's. The description in this chapter of the staff organiza
tion suggested for implementing the MSEIP System is a general
ized pattern which could be used by any participating state. It 
does not consider individuality or uniqueness among the states. 

For purpose of reference the section with responsibility for im
plementing the system is referred to in this chapter as the data 
processing division. The division should be organized on a level 
which can report directly to the chief state school officer, because 
it must have the capability and commensurate authority to go 
into any part of the SEA to evaluate its information-related 
procedures and suggest changes when needed. The division is 
hampered in efficient service to the SEA as a unit if it is forced 
to go through several levels in the chain of command. 

The development of a staff organization with the responsibility 
to implement the MSEIP System needs many different types of 
personnel, but the prime requisite is for a data processing or 
technical specialist. Such a specialist must be experienced in 
data processing in the area of systems analysis and program
ming. A background in education would also be helpful; how
ever, a great amount of experience in education is represented 
on the SEA staff and a competent systems analyst would draw 
on such experience. 
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An SEA staff member who is an educational specialist must 
also serve as part of the implementing organization to assure 
the satisfaction of the educationally oriented obiectives of the 
SEA. A combination of educational and technical specialists 
on the data processing division staff is important. Some posi
tions would require broad experiences in both areas. In others, 
such experience would be an advantage but is not required. 

The data processing division must be structured around train
ed and experienced personnel; but as it expands, some positions 
can be filled by retraining people currentiy working in the SEA. 
This retraining can be accomplished through on-the-job train
ing, vendor sponsored data processing courses, and computer 
science courses in the colleges and universities. This process 
will benefit the SEA by providing trained specialists in both edu
cation and information processing. The following positions are 
suggested for the data processing division: 

Division Director - experience in education and an extensive 
background in systems analysis and programming are need
ed. The person in this position wouid have the direct responsi
bility for the development and operations of the data processing 
division. 

Educational Coordinator - this position requires experience in 
data processing and a good concept of the functions and pro
grams that are performed by the SEA. His responsibilities in
clude coordinating the efforts of the data processing division 
within the SEA in the definition and use of information. 

School Consultant - the major responsibility is to coordinate 
the efforts of the data processing division with the LEA 's through
out the state. He should hold training sessions with the public 
school personnel and train them in the external procedures for 
the operation of the system. This person should have experience 
in public education and a complete understanding ofthe external 
operating procedures of the system. 

Systems Analyst - experience in both programming and systems 
analysis is necessary. Responsibilities of this person include 
analysis, design and development of the information system, 
and problem definition in evaluative procedures. 

Programmers - experience in programming for automated sys
tems is necessary. This person is to write the detailed programs 
and document all operative procedures. 
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Input Procedures and Forms Specialist - the major responsi
bility is to design or approve all data collection forms and the 
procedures for administering them. This person should have 
strong background in the collection of volume data, putting 
it in machine-readable form, and a thorough knowledge of LEA 
operations. He should be knowledgeable as to who could best 
enter the data on the collection forms (pupils, teachers, princi
pals, etc.), the best method for transcribing the data into machine
readable form, (keypunching, optical scanning, optical character 
recognition), and in estimating the reliability of the data being 
collected. 

Data Retrieval and Statistical Specialist - the inajor responsi
bility is to aid the users of the system in selecting tlie data needed 
from the files and producing the necessary repdrts. This person 
must have a complete understanding of the data files, the data 
items within the files, and the linkages among files. He should 
know the best way to select the data items from the data bank 
and to manipulate them to produce the desired report. 

Technical Writer - the major responsibility is to write the instruc- · 
tions used to complete the data collection forms. After sufficient 
exposure to data processing, he could also assist in the writ
ing of the systems documentation and production procedures. 
This person should have experience in the operation of the 
public school system and training in technical writing. 

1401.2 SEA Training 

A necessary step towards the implementation of the MSEIP Sys
tem is to develop a training program for the SEA staff. There 
should be different levels of training programs. One level should 
be directed to the policymakers. This would include the general 
concepts of the system, the advantages of such a system, and the 
resource requirements necessary to implement the system. A 
second level of training would be for SEA staff members who are 
users of the system and who will contribute in defining the ob
iectives and specifications. This level would generally include 
the training in level one, but in greater detail. In addition, it 
would include such facts as how the MSEIP educational speci
fications are established, what constitutes a file linkage, and 
why certain data items are used as file linkages. Training level 
three would be for SEA staff members who are technically data 
processing oriented. In addition to what was covered in the other 
two levels, this training level would include file layouts, index 
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tables, random access and/ or sequential processing, and all 
technical details of the System. 

Since mQst SEA's do not have personnel who are knowledge
able in all levels of these training programs, the MSEIP Ceri
tral Staff will assist during the initial _implementation phases 
to coordinate the efforts within each of the 13 states. In addition, 
SEA personnel should utilize vendor cour~es that will help train 
the technically oriented individuals. In the · event an SEA does 
not have these key personnel available, it may be more conve
nient, faster, and economical to contract with an outside agency 
for consulting, system analysis, and programming services. 
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1402. MSEIP GENERAL SYSTEM DESIGN 

The MSEIP System is a general ~:ie~ign . . Each SEA using the 
general design must develop deta~l ~ystem specifications after 
defining its owh needs and objectives. The purpose of the general 
design is to provide a framework for the subsystems which 
when fully implemented will function logically through ah inte
grated concept. 

1402. 1 Review of the General Desigh 

As an SEA begins implementation of the MSEIP System, it 
should carefully review the general system .design of thJs DOC U
MENTA TION. Each phase should be fully planned and docu
mented bv each individual state. It is only after an SEA has care
fully rev.iew_ed the MSI◄:IP DOCUMENTATION that it sho~ld 
proceed to defining the specifications for its system. The specifi
cations are the ground rules which guide the data processing 
division in the design, impiementation, and operation of the sys
tem. An SEA should not begin implementation of a system at 
the data collection level without a thoroughly preplanned set of 
specifications. The success that each SEA achieves in implement
ing its system will depend largely on the effective use of pre
planning. Preplanning is seen as a more iinport~nt fact?r than 
the amount of money allocated, the data processmg eqmpment, 
or the personnel available, although these are certainly important. 

There are a number of steps that must be accomplished by an 
SEA to assure the successful implementation of the MSEIP 
System. Although the initiation of each step in the implementa-
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tion process may occur sequentially, some of the steps can pro
ceed in parallel. It is important to review the general design 
to effect understanding of the problem and to preplan sufficient
ly to enable specifications to be written. Considerations for the 
implementation of an integrated information system should in
clude the following steps: 

1. Review the general system design in the MSEIP DOCU
MENTATION. 

2. Design a specific system which satisfies a given set of speci
fications including problem definition, objectives, data items, sys
tem documentation, procedures, program specification and pro
grams to prodµce needed reports. 

3. Write administrative instructional manuals for the collection 
of the data and procedure manuals for the operation of the system. 

4. Pilot test the complete system from the administration of col
lection documents to the production of output records. 

5. Evaluate and review each step of the entire operation. 

6. Revise the system, its specifications, instruction manuals, 
and/or production procedure manuals where needed, as shown 
from the evaluation and review. 

1403. INDIVIDUAL SEA SPECIFICATIONS 

After review of the MSEIP DOCUMENTATION, the SEA 
should proceed · to define specificatio~s for its own system based 
on that SEA's needs. The establishment of the set of specifications 
may not be an easy task, but it is one that is essential to the 
success of the implementation. Other steps toward implementa
tion should not precede the generation of a thoroughly preplan
ned set of specifications. There are definable procedures for set
ting specifications for the system and it would be well to establish 
a Systematic procedure for approaching this vital ta~k. The 
factors in the following sections deserve consideration by an SEA 
when qeveloping specifications for'its system. 

1403.1 Problem Definition 

The problem definition should include the responsibilities, func
tions, and a detailed description of the objectives of the SEA. 
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The problem definition involving these aspects ofthe_SEA ;ho~ld 
be defined in view of its need _for data.and the serv1c:s o a~l~i 
formation system in the decis1on-makmg pr?cess. Figure . 
depicts the role of information in the SEA environment. 

FIGURE 14-1. THE ROLE OF INFORMATION IN 

DECISION MAKING 

AUTHORITY 
i...----to exercise------, DECISION MAKING 

assigns 
needed for 

RESPONSIBILITIES 
INFORMATION 

which ic:lentify 
which require 

PROGRAMS ------which necessitates----.i ACTIVITIES 

1403.2 Data Item Selection 

In the context of the problems defined, the data items mu~ be 
identified as to what items are to be collected, why, and~ en. 
The procedures for accomplishing the_ selection ofd data ~ten;J 
need riot be subsystem oriented. That 1s, the proce ure s ou 
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disregard such subsystem delineation and consider each data 
item against all other data items from all subsystems . The need 
for and purpose to be accomplished by each data item should 
be the deciding factor in its selection. 

Tq implemept an entire system at one time will often be beyond 
the resourc~s of the SEA in terms of money, personnel, and 
equipment. However, the design of that system should include 
all data items that are needed to make the system function. The 
d~ta item selection proce·ss should establish priorities for the data 
items and associated timing schedules for their inclusion in the 
system. This selection and priority procedure should be the re
sponsibility of the · educational specialists who have an under
standing of SEA functions and the competence and authority 
to question and evaluate data needs and data requests. 

The above prescribed procedures are the beginning of the tail
oring required to implement the MSEIP System in eacr SEA. 
In this context, additional data items which were not induded 
in the MSEIP System shquld be described and their collection 
justified ip support of the unique requirements of each SEA. 
At this point it is proper to determine data reports that will be 
needed by the SEA, although it will not be necessary or even de
sirable to specify the format of these reports. 

1403.3 Establishing Time Schedules 

In any project that involves many people and tasks for them to 
perform, it is important to establish time schedules. These 
schedules serve to "improve communication between people and 
to give a broader concept of the total project. A critical path net
work can be an invaluable tool for SEA's in accomplishing im
plementation. Time schedules should inclµde the manv tasks 
that must be performed and the time wh~n all decisions must 
be made to assure compietion of all project phases within the 
proper time sequence. 

1403.4 Tailoring 

The MSEIP general system design is not detailed enough to 
serve as the specification necessary to write the programs to 
operate the system, but it does provide a framework by which 
states can defirie the specific det~il, the tailoring, so that com-
plete implementation can be accomplished. -
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After an SEA has reviewed the MSEIP DOCUMENTATION 
and has established time schedules, it ts ready to tailor, from 
the MSE IP System, the detailed system that is to be implemented. 
The necessary changes or modifications can be made to fulfill 
the objectives established for a state's information requirements. 
This tailoring would include the selection of data items, their 
definitions and codes, file layouts, linkages, and modifications 
in the system design itself. Tailoring must be do_ne for specific 
hardware, with considerations given for budget limitations. 

1403. 5 Documenting 

To insure the successful operation of a system it is critical that 
the entire information system be completely and accurately docu-
mented at each milestone. · 

The first project-produced document, the program specification, 
must be documented precisely and thoroughly. This document will 
serve as the blueprint of the information system. The overall 
success of the implementation of the information system will be 
in direct proportion to the completeness and correctness of all 
the documents which will be produced. 

1403.6 Establishing Priorities 

Due to limited resources, an SEA probably will not try to imple
ment its entire system at one time; therefore, priorities should 
be established. Just as the SEA should establish the procedure 
for the selection of the data items, it should develop a plan for 
implementation that lists these priorities. The plan should state 
in a logical and consistent manner which data items are to be 
collected and which phases implemented the first year, which 
additional items are to be collected and which phases implement
ed the second year, etc., tmt~l the complete system is implemented. 

The SEA should consider the same factors in developing the plan 
as it did in the selection procedures for the data items. The data 
items and functions q.ecessary for the operation of many of the 
educational programs may come from more than one subsystem. 
Therefore, the plan should consider these programs as well as 
internal functions of the SEA. The SEA should make a priority 
ranking of the educational programs and other SEA functions. 
Criteria that should be considered are: the number of data items 
necessary for. the operation of the program or activity under 
consideration; cost to · collect and maintain the data items; the 
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degree of accuracy desired in the data items; etc. The point of 
emphasis is not which criteria an SEA uses, but that it establish 
these priorities in a logical and consistent manner. Next, the 
SEA should pinpoint the decisions that are necessary to operate 
each ~ro~ram. ~inally, it should select the data items necessary 
to assist m makmg each of these decisions. Therefore, the plan 
should be to implement each year those parts of the system neces
sary to handle the data items for as many of the programs as 
the SEA has resources (money, personnel, and equipment) to 
allocate to that task. 

1404. PROGRAM SPECIFICATION 

To implement a system totally or in parts, the system's func
tions and all associated procedures must be specified in exact 
?etail. The MSEIP System, when made specific by SEA tailoring, 
1s not only the data items, but is also the people who use the sys
tem, the data collection documents and collection procedures, 
t~e uses . for the stored data and the retrieval procedures asso
c~ay~d with these uses, and the organizations whose responsi
b1hbes are supported by the system's functions. All are part of 
the system. 

All ?~rt~ of the system must be specified and although these 
spec1f1cahons may take different forms they must all merge to 
for~ the system. Even though an SEA might implement only 
portions of the system each year, care must be exercised so that 
the program specification is first developed for the entire system. 
This should be done as if the complete system were to be im
plemented at once. In this way when all portions of the system 
are implemented, integration is assured. · 

Specifications detailing the procedures can be developed as soon 
as the MSEIP System has been tailored to serve the implementing 
SEA. These specifications should be derived from the functions 
necessary to the SEA in fulfilling its objectives and responsi
bilities in the administration of its state's educational programs. 

Manuals and procedures for all portions of the system should 
be developed; together they form the majority of the technical 
documentation of the implemented system. These documents are 
the operational specifications of the system. 

The following considerations should be included in the develop
ment of the specifications for the system. SEA's may wish to add 
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considerations, but they should not delete any. Deleting steps 
will not decrease the length of time and cost for the design and 
operation of the system; it may, in fact, create situations and 
proble~s that wotild increase, tpe time and cost. 

A system flow should be developed completely illustrating the 
movement of data. This flow would indicate distribution of the 
collection forms and instructions to the LEA's-, their completion 
and return· to the SEA and th~ir co'nversion to machine~read
able form. The (low continues by showing the file origination, 
updating cycles and maint~n~nce, and the production of desired 
records. This flow should show every· operation that must be 
performed by the data processing division, the SF.A, and the 
L F.A's whether it is done by people or machines. Besides the 
flow, there should ·be a written documentation which explains 
the functions of each of the operations and how they affect the 
entire system. 

A technically competent staff member should be able to read the 
documentation, follow the flow, and ha·ve a good understanding 
of what it will take to implement and operate the system. He 
should expand the documentation by writing a detailed set of 
instructions (production procedures) for each of those opera
tions that are performed by. people, and write the program speci
fication for those operations that are performed by machine. 
The production procedures contain the purpose of the operation, 
circumstances under which the operation may run, the q.uration 
of the operation,' samples of the forms used in the operation, 
answers to the major questions that arise in performing the 
operation, etc. A program specification should be. written for 
each operation of the system flow that pertains to machines. 
Chapter 1200 can serve as a guide in the writing of program 
specifications. 

1404.1 Determining Specifications and Rep!)rt Requirements 

The generalized programs determined by the program specifi
cation utilize the indexes, described in section 504.2, to perform 
the functions of file maintenance and data reporting. These 
programs are not dictated in form or function by the content 
of the data they process. They will perform activitie~ that are 
common to ali' information systems. The specifying of these pro
grams will be accompli~hed by technical staff membe:rs (sys
tems analysts , and progr~mm~rs ). The specifications should be
gfn as soon as the decisioq for implementation is made so that 
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the programs themselves will be operational as soon as the actual 
collection of data begins. The descriptions in Chapter 500 will 
serve as the foundation of these specifications. 

Necessary SEA applications not specified in th~ MSEIP de
sign, but using data from the integrated files, mqst be included 
in the specifications of the computer programs. Some of these 
applications might include: state aid calculations, general statis
tics generation and reporting, internal SEA financial acc~mnt
ing, and food service reimbursements and inventory accounting. 
The formulation of these applications must be a joint effort be
tween the educational and the technical specialists. The educa
tor specifies wh.at applications are necessary and the technical 
specialist determines the technical specifications in the context 
of the newly tailored system and prepares the computer programs. 

These computer program specifications should include details, 
types, and frequencies of the reports and statistical analyses 
that the SEA will demand of the syst~m. These details must be 
specifically set forth in these educationally-oriented specifications 
concerning data that need to be collected, stored, and retrieved 
in an efficient and economical manner. 

1404.2 Designi~g Input-Output Forms 

Specifications for the collection of data to be utilized by the sys
tem can only be developed after the system design has been 
evaluated and tailored to reflect the defined objectives and re
sponsibilities of the implementing SEA. The description and speci
fications of the various operational parts of the system ( compu
ter programs and procedures) will help guide the data collection 
specifications and procedures. 

The technical specialist and/ or a forms design specialist can de
sign collection forms and procedures that will be suited to a com
puter oriented process. But it will be the educator on the SEA staff 
who will be responsible for assuring that the forms and procedures 
developed are operable in the LEA and that they will properly 
serve the objectives of the SEA. 

Decisions co~cerning data collection will be indicated as the sys
tem specifications are determined. These specifications will include 
the data to be collected which will facilitate decisions concerning 
the frequencies and procedures of collection media, processing, 
and reports. 
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1404.3 Data Collection Techniques 

The degree of accuracy of the coding, collection, and validation 
processes is directly proportional to the accuracy of the input 
data. Requiring complete a~curacy of data would mandate sev
eral validation cycles between the automated portions of the 
system and organizations from which the data are collected. 

The volume of data to be collected will be a determinant in the 
decision concerning the collection media. Section 502. 3 examines 
a number of collection (input) media. The higher cost of data 
collection and machine-readable media can be easily justified 
when a very large amount of data is to be collected. In fact, 
extremely large amounts of data cannot be collected economic
ally by some of the less expensive media. 

The frequency of data collection can be determined by both the 
need for accuracy and the degree of currentness required. The 
educational programs administered by an SEA are changeable 
by nature; therefore, the ability to change the data to be col
lected about these programs is necessary. The MSEIP System 
has been designed to maintain files in as current a status as the 
frequency of data collection to maintain these files will allow. 
Not all of the data to be collected and the files to be maintained 
have the same dynamic, changing nature. For example, the 
Facilities data file and the data to maintain it are not nearly 
as dynamic as the Pupil data file and its data. 

Together, the educational specialist and the technical specialist 
of the SEA must determine the procedures and the volume of 
data to be collected. The data collection specifications should 
include a manual with complete collection procedures. These 
manuals are necessary so that the LEA's and other data
originating agencies can supply the data for the system. 

Since the input forms and collection procedures should be de
signed basically by forms and technical specialists in the data 
processing division, these same people should have an integral 
role in the writing of the instruction manuals. It would be de
sirable to have all the instructions written by the same group, 
in ~ similar style, with consistent terminology. This is impor
tant in increasing the accuracy of data submitted by the LEA's. 

The programming staff, by analysis of the system flow, can 
determine which programs are necessary for implementation of 
the first phase of the plan. Just as the data processing division 
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should insist on a well-defined set of goals and objectives for 
the system, the programmers should insist on a well-defined 
program specification. The programmer should carefully read 
Chapter 1300 before any programs are written. 

1405. PROGRAMMING AND PILOT TESTING 

This phase of the implementation effort is the actual coding of 
the computer programs based on the program specification. It 
also includes the check-out of these programs as well as their 
implementation in the system. Most of the program check-out 
is accomplished by a simulated operation. The data to be col
lected and the collection procedures must also be validated by 
the simulation. The final check-out of the data to be collected 
the collection documents and procedures, the SEA associated 
applications and the computer programs that process the data, 
comprise the pilot test. A pilot test uses a small population to 
perform each operational step on the system flow. The pilot 
test will point out weaknesses in the system. For example: 

Do the LEA's understand the definition of the data items? 

no the LEA's find it difficult to complete the collection forms 
according to instructions? 

Are the data processing division's production procedures ade
quately written so that the data flow smoothly into the data 
bank? 

Are the users within the SEA informed sufficiently to be able to 
request the reports they need? 

Do the computer programs provide the functions required of 
them? 

~any questions and problems will arise in the operation of the 
pilot test. Even with proper preplanning, there will still be 
questions and problems to resolve. An SEA should not imple
ment a phase of the plan without first pilot testing that entire 
phase. 

From an evaluation of the problems that arise from the pilot 
test, the specifications, the plan of implementation, the system, 
the programs, the instructions, and the production procedures 
may need to be altered. After all modifications have been made, 
this phase of the system is ready to be operational statewide. 
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1406. FILE CONVERSION 

The problem of converting existing flies to be compatible with 
the files developed by the tailored MSEIPSystem will vary great
ly among SEA's. This conversion problem may be the most 
difficult problem facing the SEA in th,e implementation of the 
system. Many states have already collected and stored data 
items defined by the MSEIP System. In addition, some SEA's 
have already developed systems and operational programs for 
collecting, storing, and retrieving the data. Further complicating 
matters, some SEA's have historical data files covering the past 
several years. 

Each SEA will have to solve the problern as to what should be 
done with the data items that have been collected previously. 
In most cases, trying to convert these historical files to make 
them compatible with the new system will be a difficult task. 
For example, the definition and coding structure for many of 
the data items will be different and there may be no meaningful 
way to convert the old codes. If the SEA should decide to convert 
the previously collected data, the same analysis and design 
steps that are discussed throughout this DOCUMENTATION 
should be used in designing the system for file conversion. 

1407. TIME, COST, AND HARDWARE CONSIDER
ATIONS 

The length of time and the amount of money needed to imple
ment an integrated information system can be determined only 
by each SEA. The length of time will depend upon the money 
and personnel the SEA is willing to allocate to the design and 
operation of the system. Only under rare circumstances, or per
haps never, should an SEA attempt to reduce the length of time 
by reducing the amount of preplanning needed to implement the 
system. Experience has shown that the length of time and the 
cost are inversely proportional to the amount of preplanning. 
The SEA should perform the prescribed steps in the design of 
the complete system before it attempts to implement data collection 
of any part of the system. 

The cost for any system should consider two categories - develop
mental and operational. The developmental cost will be approxi
mately the same whether the SEA implements the system in phases, 
or all at once. Hence, implementing the system in phases does 
not reduce developmental cost. It does, however, spread part of 
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the cost (that of program writing, manuals, testing,. etc.) over 
several years. The . primary. difference between developing one 
subsystem or all s.ubsystems at one time is in the manpower 
allocation. If all subsystems are implemented at one time, a 
larger staff of systems analysts and programmers will be· needed 
than if only one subsystem is implemented. This would reduce 
the time period necessary for the development and impleme.nta
tion, but it would cost more. 

There are many factors that contribut~ toward .the determina
tion of the operating costs of the system. They are such things 
as: the number of data items to be collected; ·the frequency of 
c_ollecting and correcting the data items; -the degree of accuracy 
desired of the data items; the type of output requested, and the 
frequency of the requests; These factor.s regarding operational 
cost should be the only factors an SEA manipulates to reduce 
the length of time and the cost of the impl~mentation of the system. 

Implementation is a cyclic process whether it proceeds with a 
part or parts of the system or the whole ~ystem. The following 
guide for planni11g implementation of the iptegrated information 
systetn presupposes four to six months for each period. Some 
of the procedures, such as staff training and system maintenance, 
may be continuous; some may be concurrent and/ or overlapping. 

If implementation begins with less than the whole_ system, as is 
likely in most cases, it is important that the complete process be 
repeated as each part of the system is introduced for implementa
tion. 

The first period in implementation would be for training of SEA 
staff and defining the overall system specifications. The overall 
system specifications will include all parts of the system regard
less o,f the phases in which any part eventually may be imple
mented. This ~omplete system planning before any phase is 
implemented is vital in development of an effective integrated 
information system. 

The second period would. involve the design, writing of the pro
gram specification, and documentation of the overall system. It 
would also include the writing of the specific programs and ad
ministration manual necessary to implement the first phase of 
the plan which may be any part or parts of the overall system. 

During the third period, the collection documents and procedures, 
of the first phase of the system to be implemented, would be pilot 
tested. 
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Following evaluation of the pilot test, the fourth period would 
be for revision, as needed, of collection materials, program speci
fications, programs, and the administration manual. Data col
lection could then begin. 

During the fifth period, while data are being collected, total SEA 
application reports would be determined. 

In the sixth period, the part of the system being implemented 
would be pilot tested and run in parallel with the existing system. 

After evaluation and revision, the seventh period would be used 
for file building, followed by production of reports and system 
maintenance. 

The final period of the cycle would be full-scale operation, on a 
statewide basis, of the first phase of the implementation plan. As 
other phases of the system are to be implemented, the complete 
process would be repeated from the point of writing specific pro
grams and an administration manual (part of period two), 
on through each succeeding period. 

The implementation of an integrated information system which 
includes several major data files suggests that the ~ser give ser
ious consideration to the retrieval functions in terms of effi
ciency and economy. For most SEA's this usually means changes 
in existing data processing equipment. Thus, the long range 
planning essential to the implementation of an integrated infor
mation system is equally applicable to the acquisition of appropri
ate data processing equipment. As the integrated information 
system is gradually constructed , it is necessary to acquire data 
processing equipment which is commensurate to the system's 
need. The hardware configurations are suggested only to serve 
as a guide for SEA planning relative to modifications in equip
ment as the specifications for the system are developed. 

In the writing of the system specifications it is essential to deter
mine the hardware configuration required for efficient operation 
of the system. Complete implementation of the MSEIP System 
would require random access mass storage capabilities. This 
in turn will influence the need for the large (131,000) character 
capacity central processor, Figures 14-2, 14-3. The provisions 
for data collection, storage, and retrieval suggested in the MSEIP 
System do not specifically require the configuration in any of 
the figures. In theory, the MSEIP System could be implemented 
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without sophisticated equipment. However, practical applica
tion of this theory will reveal the limitations which are inherent 
in the system without such equipment. 

Beginning phases of implementation could be accomplished with 
a less sophisticated configuration, as shown in Figure 14-4. 
In the event that implementation is initiated at a minimal level, 
careful consideration should be given to adequate core storage 
in the central processor. With the smaller configuration, inte
gration of the files is limited and the retrieval of data from two 
or more files will likely be more expensive and inefficient. The 
equipment shown in the figures are only samples and not intend
ed to be precise. Input-output devices could be tape or disk or 
a combination. Mass storage devices might be disk, drum, or 
data cell and the capacities are approximations which will 
vary with individual SEA's volume needs. 

Through long range planning, SEA's can reduce the difficult 
problem of writing and rewriting programs, file conversions, 
etc., by exercising adequate foresight in scheduling modifications 
in equipment as implementation progresses. 
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FIGURE 14-2. CONFIGPRATION CONSIDERATIONS FOR 
FULL IMPLEMENTATION 
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FIGURE 14-3. CON FIG ORATION CONSIDERATIONS FOR 
MIDDLE-LEVEL IMPLEMENTATION 
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FIGURE 14-4. CONFIGTJRATION CONSIDERATIONS FOR 
MINIMAL IMPLEMF.NTATION 
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Consultant 
Wanek, F. R.; South Dakota; Assistant Superintendent; Personnel Subsystem 
Waterloo, Glenn E.; Illinois; Director, Guidance Services; Pupil Subsystem 
Watkins, Charles B.; Kansas; Director, Guidance; Pupil Subsystem 
Welch, Lyle B.; Kansa11; Consultant, Guidance and Pupil Personnel; Pupil Subsystem 
Wells, Richard D.; Indiana; Chief State School Officer 
Wheeler, Bruce E.; Illinois; Di.ector, Title X; Facilities Subsystem 
Wheeler, Hubert; Missouri; Chief State School Officer 
White, Glenn; Missouri; Supervisor, Guidance Services; Pupil Subsystem 
Whitler, Robert; Illinois; State Coordinator; Liaison Committee 
Wiegan, Floyd E.; Wisconsin; Supervisory and Consultative Services; Instructional Programs Sub-

system 
Winefordner, David W.; Ohio; Assistant Director, Division Activities; Pupil Subsystem 
Wolfe, William B.; Ohio; Division of School Finance; Finance Subsystem 
Zeller, Robert H.; Illinois; Assistant Superintendent; Chairman, Pupil Subsystem 



111111111111~1m11~i1i1~1~1m1mi1111111111 
3 1723 02122 0488 


	Binder1
	img20221024_11401770
	img20221024_11424242
	img20221024_12014152
	img20221024_12051686
	img20221024_12064889
	img20221024_12113934
	img20221024_12243149
	img20221024_12423160
	img20221024_12543355
	img20221024_12555496
	img20221024_12565960
	img20221024_12581645
	img20221024_12593080
	img20221024_13011095
	img20221024_13022249
	img20221024_13032973
	img20221024_13043563
	img20221024_13054619
	img20221024_13065734
	img20221024_13075293
	img20221024_13100080
	img20221024_13141832
	img20221024_13293370
	img20221024_13310609
	img20221024_13435900
	img20221024_15010809
	img20221024_15025213
	img20221024_15043320
	img20221024_15054861
	img20221024_15095499
	img20221024_15141460
	img20221024_15314855
	img20221024_15335668
	img20221024_15351665
	img20221024_15364609
	img20221024_15375893
	img20221024_15590205
	img20221024_16000277
	img20221024_16020155
	img20221024_16032267
	img20221024_16035098
	img20221024_16052522
	img20221024_16062483
	img20221024_16104887
	img20221024_16200343
	img20221024_16210511
	img20221024_16221112
	img20221024_16230570
	img20221024_16240935
	img20221024_16251470
	img20221024_16262547
	img20221024_16275857
	img20221024_16302542
	img20221024_16320704
	img20221024_16340739
	img20221024_16453980
	img20221024_16472704
	img20221024_16490343
	img20221024_17082710
	img20221024_17101958
	img20221024_17113788
	img20221024_17130733
	img20221024_17144584
	img20221024_17161995
	img20221024_17183199
	img20221024_17193897
	img20221024_17215790
	img20221024_17232804

	Part_2
	img20221025_09125123
	img20221025_09135492
	img20221025_09154597
	img20221025_09163863
	img20221025_09204864
	img20221025_09230319
	img20221025_09252792
	img20221025_09262309
	img20221025_09281429
	img20221025_09293846
	img20221025_09333279
	img20221025_09354276
	img20221025_09461112
	img20221025_09473712
	img20221025_09483643
	img20221025_09493178
	img20221025_09520364
	img20221025_09533434
	img20221025_09584084
	img20221025_10014392
	img20221025_10041693
	img20221025_10061280
	img20221025_10071744
	img20221025_10081529
	img20221025_10120357
	img20221025_10144379
	img20221025_10191812
	img20221025_10210349
	img20221025_10221774
	img20221025_10235525
	img20221025_10254047
	img20221025_10263598
	img20221025_10465673
	img20221025_10484669
	img20221025_10513396
	img20221025_10533022
	img20221025_10550778
	img20221025_10561113
	img20221025_10571367
	img20221025_10580847
	img20221025_10591649
	img20221025_11013978
	img20221025_11070127
	img20221025_11091475
	img20221025_11114302
	img20221025_11135150
	img20221025_11171828
	img20221025_11274621
	img20221025_11304502
	img20221025_11415570
	img20221025_11452824
	img20221025_11550940
	img20221025_11570991
	img20221025_11583189

	Part_3
	img20221025_12004558
	img20221025_12021387
	img20221025_12085081
	img20221025_12112483
	img20221025_12191913
	img20221025_12212218
	img20221025_12250689
	img20221025_12262558
	img20221025_12301789
	img20221025_12311427
	img20221025_12355883
	img20221025_12484358
	img20221025_12495216
	img20221025_13015595
	img20221025_13032796
	img20221025_13042965
	img20221025_13214575
	img20221025_13321196
	img20221025_13343461
	img20221025_13385306
	img20221025_13400708
	img20221025_13413837
	img20221025_13431300
	img20221025_13442265
	img20221025_13453111
	img20221025_13550621
	img20221025_13572678
	img20221025_13594108
	img20221025_14023478
	img20221025_14035126
	img20221025_14050220
	img20221025_14085971
	img20221025_14105710
	img20221025_14120424
	img20221025_14145373
	img20221025_14172497
	img20221025_14184839
	img20221025_14200226
	img20221025_14211242
	img20221025_14221888
	img20221025_14242277
	img20221025_14253750
	img20221025_14264623
	img20221025_14274172
	img20221025_14284053
	img20221025_14300454
	img20221025_14310198
	img20221025_14372678
	img20221025_14391229
	img20221025_14432060
	img20221025_15083471
	img20221025_15095387
	img20221025_15115263
	img20221025_15224693
	img20221025_15241427
	img20221025_15252342
	img20221025_15290931
	img20221025_15491270
	img20221025_15514325
	img20221025_15532786
	img20221025_15545363
	img20221025_15560507
	img20221025_15570991
	img20221025_15581789
	img20221025_15592744
	img20221025_16002963
	img20221025_16013394
	img20221025_16024094
	img20221025_16040052
	img20221025_16051521
	img20221025_16062054
	img20221025_16085749
	img20221025_16100601


