
INSTRUCTIONS FOR PUBLIC SCHOOL UPDATE (PI-1280)

Send the completed form by July 1, 2011, to:                           

Data Management and Reporting
Fax:
608-266-2529

Wisconsin Department of Public Instruction
Phone:
608-267-3166

P. O. Box 7841
Email:
dpistats@dpi.wi.gov

Madison, WI  53707-7841        Helpdesk  :http://dpi.wi.gov/lbstat/helptool.html
Please keep a copy for your records, and share a copy with your district’s WSLS/ISES local administrator.  Indicate changes by crossing out incorrect information and writing in correct information.
Before returning the form to DPI:
· Review address, phone, fax, email and web information for the district office and all schools; modify if needed.
· Review the contacts listed for the district office and schools; modify if needed.

· Verify the grade range for each school (used in ISES and the PI-1202).  Note the ascending order of grades on page 3.
· Verify the school types, both primary and secondary.

· Add new schools (impacts the ISES, WSLS, PI-1202, WSAS, and Consolidated applications, etc.).
· Identify closed schools (impacts the ISES, WSLS, PI-1202, WSAS, and Consolidated applications, etc.).
· Review the Director of Special Education information.
The PI-1280 Public School Update establishes DPI’s public district and school universe, which is used for many other DPI data collection and public reporting purposes including:
· the Wisconsin Student Locator System (WSLS) 
· the Individual Student Enrollment System (ISES)
· the Consolidated Title Application
· the Wisconsin Student Assessment System (WSAS)
· the Wisconsin School Performance Report
· the ESEA Report Card
· the PI-1202 Fall Staff Report
· the 2011-2012 electronic Special Education Leadership Directory
· Adequate Yearly Progress (AYP)

· the 2011-2012 Wisconsin School Directory
If changes will occur in the fall, please list them now so they will appear correctly in the database which is continually used for multiple purposes.  Check the information carefully.  DPI’s database is limited to 30 characters per name and title.
If your mail goes to a post office box, include the post office box and provide a street address as a shipping address.  Include your fax number(s) if not already listed.  If you have an email or web address for your school or school district, include it.  List the email address which a staff member checks daily.
The physical location of the district or school may be the same as the mail or ship address or both and is identified as “Location” on the PI-1280.  This address is used for determining the locale code assigned by the U.S. Census Bureau for the U.S. Department of Education’s National Center for Education Statistics.  Some federal grants use this code to determine eligibility (example, REAP Grant).  This physical address may also be thought of as the address given for fire and emergency purposes.
District name:  If the district name has changed, send a copy of the school board resolution authorizing the change to the Wisconsin Department of Public Instruction, School Management Services, P. O. Box 7841, Madison, WI  53707-7841 before July 1, 2011.  If DPI does not receive the resolution prior to July 1, 2011, the change will not be made until July 1, 2012.

District Level Personnel:  DPI collects contact information for only:  the district administrator, assistant district administrator(s), business services, curriculum and instruction, pupil services, special education director, assistant special education director(s), and regional service network representatives (no others).  If the district administrator’s personal email address at the district is different from any general email address you may be using for your district, write the personal email address below the district administrator’s name.  DPI needs both email addresses.
If a position is currently vacant, cross out only the name of the individual and write “Vacant”.

District Administrator:  If your district has a different district administrator from the person listed on the form, please indicate name, status (if interim), and email address.  If the district administrator position is vacant, indicate an interim district administrator. This should be the individual assigned to carry out the district administrator’s responsibilities until the vacancy is filled.  Every district should have a name listed for district administrator.  A new district administrator should take the necessary steps to obtain authorization as district administrator in the Delegated Authority application for WSLS and ISES.

Special Education Contact(s):  It is important that a special education contact be reported for each district.  The special education contact will be the individual DPI will notify regarding special education issues or updates.  As the Special Education Team sends many of its updates and notices electronically, an email address is essential.  Only one individual with primary responsibility should be listed as the director of special education or pupil services.  However, an agency may list multiple assistant directors of special education.  To be listed as the director of special education or pupil services or as an assistant director of special education, the individual(s) must have an 80 or 81 license.  If the district utilizes special education leadership services through a CESA, CCDEB, or 66.0301 agreement, the appropriately licensed individual(s) from that agency should be listed here.  If the district does not employ a director of special education or pupil services or utilize a CESA, CCDEB, or 66.0301 agreement for special education leadership services, report the district administrator as the special education contact.  The special education page shows a May 15 deadline, but the deadline is actually July 1.
School definition:  A school is an administrative unit dedicated to and designed for imparting skills and knowledge to students.  A school is organized to efficiently deliver sequential instruction from one or more teachers.  In most cases, but not always, a school is housed in one or more buildings.  Multiple schools may be in one building.  By statute, a home-based private educational program is not a school.  See “Clarifying Information for the Definition of a School” at http://dpi.wi.gov/lbstat/defini.html.
On the PI-1280, Public School Update, schools must be described in two ways:

1. By school type

Primary School Type (every school must be identified by only one):
a.
Regular school:  A regular school is a public school which does not focus primarily on vocational, special, or alternative education.

b.
Special education school:  A special education school is a separate public school which primarily serves children with disabilities.

c.
Vocational education school:  A vocational education school is a public school which focuses primarily on vocational education, and provides education and training in one or more semi-skilled or technical operations.
d.
Alternative education school:  An alternative education school is a public school which:
(
Addresses student needs which typically cannot be met in a regular school; 

(
Provides non-traditional education; or

(
Falls outside the categories of regular, special education, or vocational education.

Secondary School Type (any school may be identified with more than one):
a. Charter school:  A charter school is a school operating under provisions of a contract with a local public school board or authorizer as required under Wis. Stat. sec. 118.40.

b. Magnet school:  Regardless of the source of funding, e. g., federal, state, or local government, a magnet school is defined as a special school designed to:

(
Attract students of different racial or ethnic backgrounds for the purpose of reducing, preventing or eliminating racial isolation (racial isolation meaning a school has 50% or more minority enrollment); and/or

· Provide an academic or social focus on a particular theme (e.g., science and math, performing arts, gifted and talented, or foreign language).

c. Partnership school:  Any nonsectarian private agency or nonsectarian private school located in the Milwaukee School District operating under contract with the school district to provide educational programs to pupils enrolled in the Milwaukee School District.

2.
By grade level

a.
Elementary school:  A school which generally offers undifferentiated instruction to a self-contained class, usually involving grades no higher than grade 8.

b.
Middle school:  A school with a program designed specifically for the early-adolescent learner, usually beginning with grade 5 or 6.

c.
Junior high school:  A school between the elementary and high school levels, usually offering at least some separate classes in different subjects and usually covering grades 7, 8, and 9.

d.
High school:  A school offering separate classes in different subjects and usually covering grades 9, 10, 11, and 12.

e.
Elementary/secondary combined school:  A school that generally offers instruction at all grade levels through grade 12 in one location due, in most cases, to the size of the district.  Although offered at one location, instruction is differentiated as elementary, middle or junior high school, and high school.

Grade range changes:  If a school’s grade range has changed, update the grade range using the coding structure below (listed below in ascending order).
K3 = 3-year old Kindergarten (Milwaukee School District only)
05 = Grade 5

K4 = 4-year-old Kindergarten
06 = Grade 6

PK = Pre-Kindergarten
07 = Grade 7

KG = Kindergarten
08 = Grade 8

01 = Grade 1
09 = Grade 9

02 = Grade 2
10 = Grade 10

03 = Grade 3
11 = Grade 11

04 = Grade 4
12 = Grade 12

NOTE:  PK (pre-kindergarten) includes but is not limited to the following: Special Education Birth through age 2 (B2), Special Education 3-year-olds (E3), Special Education 4-year-olds (E4), Special Education 5-year-olds (E5), Title I preschool (C1), and Head Start (HD).  Also includes ages 3-5 for speech and language.
Every school listed by a district must have staff (reported on the PI-1202 Fall Staff Report) and enrollment (reported in the Individual Student Enrollment System [ISES]), and must complete a School Performance Report.  If you wish to list a building that does not meet our definition of a school, please clearly mark that entity, and it will be listed in the directory but not in DPI’s database of public schools.
New schools: For new schools, list the school’s name, principal, location address (see the paragraph in the box, on page 1), mail address, ship address, email address, web site, telephone number, fax number, grade level, school type, and grade range of the school. DPI will assign a school code.  DPI recommends not using the words “alternative”, “special”, or “vocational” in the name of a school.
School Code Change:  DPI will assign a new school code for an existing school which changes its primary school type and may assign a new school code for an existing school which adds or deletes four grade levels or more, not including KG, PK, K4, and K3.  For details on DPI’s standards for what constitutes a new school, please contact DPI using any contact method from the top of Page 1.

Primary School Type Codes
Grade Level Codes

1 = Regular Education
3 = High School


2 = Special Education School
4 = Junior High School


3 = Vocational Education School
5 = Middle School


4 = Alternative Education School
6 = Elementary School


Secondary School Type Codes
7 = Elementary/Secondary Combined

5 = Charter School


6 = Magnet School


7 = Partnership School

Closed schools:  If a school has closed, cross out all information and write “Closed” next to the entry.

School changes:  Cross out incorrect information and print the correct information next to the listing.

School Level Personnel:  DPI collects only the main contact for each school.  This is usually the principal.
If a position is currently vacant, cross out only the name of the individual and write “Vacant”.
School Email Address:  List the email address which a staff member checks daily.

Participating in Multi-District Charter Schools:  Districts participating in a charter school under Wis. Stat. sec. 118.40 (3) (c):  If you are the charter authorizer of a charter school serving multiple districts (based on Wis. Stat. sec. 118.40 (3) (c)), the charter school will be listed on your PI-1280 within the listing of schools.  A multi-district charter school has a school code beginning with 9.  For a district which is a participant in a multi-district charter school (not the charter authorizer), the school will be listed at the end of the PI-1280 as a reminder that in September when the ISES data and PI-1202 Fall Staff Report are collected, the district participating in the multi-district charter school will find the school listed under its agency code (also known as Local Education Agency [LEA] code).  All students and staff for that school will need to be reported under this specialized school code.  If your district is no longer participating in a multi-district charter school listed at the end of your PI-1280, write “Not participating” next to the charter school information.
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