2004-2005 TIGER (MIS ENROLLMENT) EXCEL SPREADSHEET INSTRUCTIONS

TEACHER SECTION

Complete one Excel spreadsheet for each course that is taught.  If the same course is taught multiple periods, complete one spreadsheet for each period, except when courses are in two- or three-hour blocks.  In this instance complete one spreadsheet only for this course code.  (For example, Mr. Teacher has the following schedule:  1st Period  Culinary Arts I, 2nd Period Culinary Arts I with a different group of students from those in 1st period, 3rd, 4th, & 5th periods [3 hour block] Culinary Arts II with a different group of students from those in either 1st or 2nd period.  He will complete three (3) MIS Enrollment Excel Spreadsheets-Instructor—one for 1st period Culinary Arts I, one for 2nd period Culinary Arts I, and one for 3rd, 4th, and 5th periods [block] Culinary Arts II.)

TEACHER NAME - Enter teacher last name, first name, and middle initial.  If the teacher’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 instructor’s middle initial.
TEACHER SOCIAL SECURITY NUMBER - Please provide the teacher social security number, not teacher certification or identification number unless it is the same as the social security number.

GENDER – Put a ‘1’ in the appropriate block for gender of teacher: male or female.

RACE – Put a ‘1’ in the appropriate block for race of teacher: American Indian or Alaskan Native, Asian or Pacific Islander, Black-Non Hispanic, Hispanic, White-Non Hispanic, Unknown/Other.

COURSE NUMBER – Please see the state web site http://www.state.tn.us/education/04ed2356-e.pdf for a list of current 2004-2005 Vocational-Technical Education Course Codes.  Select the appropriate course code for each vocational-technical education class in your school system.  Special course codes can be obtained from your vocational director if they have been previously approved.  (Fill out a spreadsheet for each vocational-technical education class that you teach.)
BEGINNING CLASS PERIOD – Mark the period of the school day that this course begins.

ENDING CLASS PERIOD – Mark the period of the school day that this course ends.  If the class meets for only one period, you will mark the same period for both beginning and ending class period.

Examples:  Mr. Teacher teaches Career Management Success 1st period for only first period.  He will mark “1” under “Beginning Class Period” and “1” under “Ending Class Period”.

Ms. Teacher teaches Carpentry I 2nd and 3rd periods.  She will mark “2” under “Beginning Class Period” and “3” under “Ending Class Period”.

CLASS SECTION - Complete this section only when two or more teachers in the same school building teach the same course (course number) during the same class period.  In this event the school will need to assign numbers (0-9) to these teachers.  (example: Joe Smith - school system code 00010, school building code 2222, course #4000, class period 3, class section 1;

Bob White - school system code 00010, school building code 2222, course #4000, class period 3, class section 2)  
SERVICE SCHOOL SYSTEM CODE – Your vocational director or principal will provide you with this number.  The Service School System Code is the number assigned by the state to the school system where students are transported when taking additional vocational classes (such as a Tennessee Technology Center, vocational center or school).  This is the location of the class being taught during that period of the day.  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.
SERVICE SCHOOL BUILDING CODE - Your vocational director or principal will provide you with this number.  The Service School Building Code is the number assigned by the state to the school building where students are transported when taking additional vocational classes (such as a Tennessee Technology Center, vocational center or school).  This is the location of the class being taught during that period of the day.  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.

HOME SCHOOL SYSTEM CODE – Your vocational director or principal will provide you with this number.  This is the school system where the teacher spends the major portion of their day.  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.  This is the school building where the teacher spends the major portion of their day.  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.
POPULATION STATUS – You do not have access to these cells.  These are protected cells and cannot be opened.  These spaces (cells) will automatically calculate from the totals of the same student data you entered on the spreadsheet.
SEMESTER –If the school is on a traditional schedule for the entire school year and the course is taught for the entire school year put a ‘1’ under  “traditional - fall” and a ‘1’ under “traditional – spring”.  If the course is taught for only one semester, then put a ‘1’ in the appropriate block whether this class is taught fall or spring.

If the school is on a block schedule for the entire school year and put a ‘1’ in all the appropriate space(s), indicating if this course is taught fall and/or spring term and taught the first nine weeks (1st term) and/or the second nine weeks (2nd term).

Note:  If students attend Tennessee Technology Centers and the instructor is unavailable to complete a spreadsheet, vocational directors may complete a spreadsheet that reads TTC-[Name of City where TTC located] in the Teacher Name box.  Please leave teacher personnel information blank, and complete all other sections from course number to the end.
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