2004-2005 TIGER (MIS ENROLLMENT) EXCEL SPREADSHEET INSTRUCTIONS

STUDENT SECTION
All items on the student spreadsheet should be completed.  The teacher will be responsible for completing the “Population Status” box, marking all that apply with a ‘1’.
STUDENT NAME - Enter student’s last name, first name, and middle initial.  If the student’s name has a M for the middle initial please enter a period after the M (M.).  The excel function ‘auto complete for cell values’ will put MI if M is entered for the student’s middle initial.
STUDENT SOCIAL SECURITY NUMBER - Please provide student social security numbers.  The Tennessee Code Annotated, Title 49, Chapter 6, Part 51, requires students to provide their social security numbers.  If a Social Security number is unavailable, provide the Student’s Education Information System (EIS) identification number.  One or the other must be listed in order for data to be useable.  The social security number can be entered with hyphens or as 9 consecutive numbers.  The Excel spreadsheet will allow for the entry of leading 0’s (example - 000111222).
GENDER – Put a ‘1’ in the appropriate block for gender of student: male or female.
RACE – Put a ‘1’ in the appropriate block of the following for race of student: American Indian or Alaskan Native, Asian or Pacific Islander, Black-Non Hispanic, Hispanic, White-Non Hispanic, Unknown/Other.

GRADE – Put a ‘1’ in the appropriate block for the grade level of student.

PATH OF STUDY – Put a ‘1’ in the high school path being followed by the student.  You may wish to review the State Board of Education’s High School Policy for guidelines regarding each path.  This information can be provided by your guidance counselor.
MEMBERSHIP – If the student is an affiliated, (dues-paying) member of one or more student organization(s) that corresponds to the class for which the spreadsheet is completed, put a ‘1’ in the appropriate block for the name(s) or the organization(s).

POPULATION STATUS – The instructor is to complete this item.  Put a ‘1’ in all that apply to the student using the following definitions/criteria:

Disabled – An individual with any disability as defined in Section 3 of the Americans with Disabilities Act of 1990.  Per that Act the following definition applies:

(1) Disability – The term “disability” means, with respect to an individual – (A) a physical or mental impairment that substantially limits one or more of the major life activities of such individual;  (B) a record of such an impairment; or  (C) being regarded as having such an impairment.  You may want to work with your special education personnel to verify this section.

Economically Disadvantaged – Any individual from an economically disadvantaged family, including foster children.  Students may be classified as economically disadvantaged if they participate in free or reduced lunch or if their family receives AFDC.  You may wish to talk with your school food service personnel, vocational director, or principal for this information.

Single Parent – An individual who is currently a single parent.  A single parent can be a male or female.  Single pregnant females are also to be included.

Limited English Proficiency – A secondary school student, an adult, or an out-of-school youth, who has limited ability in speaking, reading, writing, or understanding the English language, and-

(A) whose native language is a language other than English; or

(B) who lives in a family or community environment in which a language other than English is the dominant language. [sec. 3(13)]

Other Education Barriers – Students who: (1) performed below grade level in mathematics, reading or writing based on standardized testing, (2) have failed a grade, or (3) are enrolled in remedial courses/programs.

NUMBER OF PERIODS ENROLLED – Put the appropriate number of periods per school day that the student is enrolled in this class.
HOME SCHOOL SYSTEM CODE – Your vocational director or principal will provide you with this number.  The Home School System Code is the number assigned by the state to the school system where all non-vocational and vocational students are enrolled.  This five digit code is found by going to the Tennessee School Directory web site http://www.k-12.state.tn.us/sde/, find the category Districts, click on the Active Public Districts link.
HOME SCHOOL BUILDING CODE - Your vocational director or principal will provide you with this number.  The Home School Building Code is the number assigned by the state to the middle school or high school within your school system where all non-vocational and vocational students are enrolled.  This four digit code is found by going to the Tennessee School Directory web site http://www.k-12.state.tn.us/sde/, find the category Schools, click on the Active Public Schools link.
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