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Abbreviated Day Manual	i	October 2023
[bookmark: _Toc148449711][bookmark: _Toc148605901]What’s New
[bookmark: _Toc148449712][bookmark: _Toc148605902]September 2023
· None - This is a new collection.
[bookmark: _Toc148449713][bookmark: _Toc148605903]October 2023
· Added instructions on File Submission.
· Added instructions on Production Download.


[bookmark: _Toc148449714][bookmark: _Toc148605904]General Information
[bookmark: _Toc148449715][bookmark: _Toc148605905]Purpose
The Abbreviated Day Collection collects student level records who are on an Abbreviated School Day Program. SB 819 was signed into law on July 13, 2023 and outlines the provisions relating to Abbreviated School Day Programs.
It is open year around for each school year. Records are reported on students who are on an IEP, 504 or referred for an evaluation for IEP or 504 who are on an Abbreviated School Day Program.
[bookmark: _3znysh7][bookmark: _Toc148449716][bookmark: _Toc148605906]Introduction
[bookmark: _Hlk145515789]The purpose of this document is to be an easy reference tool for individuals responsible for reporting data related to the Abbreviated Day Collection. If this manual does not provide the guidance necessary to answer a specific data collection question, please contact ODE collection staff. It is extremely important that data submitted for all collections are accurate, valid, and reliable.
	Icon
	Description

	[image: Solid Yellow circle with a white lower-case i in the middle.]
	An information circle indicates an informational note.

	[image: Green lightbulb with green lines radiating out from the center]
	A light bulb indicates a useful tip.

	[image: Solid red triangle with a white exclamation point in the center]
	A warning triangle indicates a warning, and the user should use caution.


[bookmark: _Toc148449717][bookmark: _Toc148605907]Important dates
Open 09/14/2023
Close 7/05/2023
[bookmark: _Toc148449718][bookmark: _Toc148605908]Contact List
Elizabeth Jankowski	Education Specialist	(503) 881-9798	elizabeth.jankowski@ode.oregon.gov
Data Support			ode.oss-datateam@ode.oregon.gov
[bookmark: _Toc148449719][bookmark: _Toc148605909]Training & Materials
Collection documents, including the collection manual and training resources are located on the on the District Collection page.


Important - Please Read
Rules for Submitting Timely & Accurate Abbreviated Day Collection Data
1. Keep your data up to date at all times. As soon as a record is reportable, enter it.
2. Read all the instructions and documentation related to the data collection.
3. Submit data as early as possible, but do not rush! Technology, weather, and other factors beyond district control can suddenly keep a district from submitting a record.
4. Train at least one backup person to submit, validate, and correct data for each data collection. Key people may get sick, injured, or leave without notice. Do not forget to have the district security administrator grant appropriate permissions to the backup staff member. Your District’s Security Administrator can be found on the ODE District website.
5. Make a plan. Collect and report records throughout the school year as they become reportable to this collection. 
6. If you have questions, contact the data collection owner at the ODE as soon as possible. ODE data owners are here to help you.
Following these rules throughout the year will help reduce the risk of your district being late and/or inaccurate.
[bookmark: _Toc148449720][bookmark: _Toc148605910]
ODE Help Desk & Data Security and Privacy Overview
[bookmark: _Toc148449721][bookmark: _Toc148605911]ODE Helpdesk Contact Information
ODE Helpdesk		ODE.Helpdesk@ode.state.or.us	(503) 947-5715
[bookmark: _Toc148449722][bookmark: _Toc148605912]Services
ODE Help Desk can
· [image: ]Provide technical assistance with how to submit your data
· Check to see if your data has submitted
· Provide assistance with questions about access rights and permissions
ODE Help Desk can not
· Submit your data for you
· Make changes to your data
· Answer content area questions
[bookmark: _Toc148449723][bookmark: _Toc148605913]Help Desk vs. Data Team – who to call?
	Question
	Answer

	How to report a student?
	Data Team

	Why won’t my data submit?
	Data Team (will refer to HelpDesk if needed)

	Audit/Error Corrections?
	Data Team

	How can I get a new user added?
	ODE Help Desk


[bookmark: _Toc148449724][bookmark: _Toc148605914]ODE Help Desk: What to Expect
When you call or email ODE Help Desk, the best way to contact the ODE Help Desk is at ODE.helpdesk@state.or.us or (503) 947-5715.

[bookmark: _Toc148449725][bookmark: _Toc148605915]Data Security and Privacy
[image: ]The student data that you collect, handle, and submit is protected student data governed by:
· Family Educational Rights and Privacy Act (FERPA) (34 CFR Part 99)
· Oregon Identity Theft Protection Act
· And in some cases, the Health Insurance Portability and Accountability Act (HIPAA), such as the transfer of records between agencies
Consequences: Loss of protected data can have financial impact to your school, district, or ESD, including fines and cost of remediation!
[bookmark: _Toc148449726][bookmark: _Toc148605916]Student Data Security: Handle With Care
Basic tips to protect student level data
1. Use Secure File Transfer. Never send information that would identify an individual student via email, not even to the ODE Help Desk or a member of the Data Team. Emails sent to and from the ODE are considered public record.
a. In order to provide information to ODE, it is advisable to send only the student’s SSID number
b. Never send student’s name, birth date, telephone number, grade or anything else that could be used to identify a specific student.
c. On ODE’s Secure File Transfer users can send secure documents to ODE Staff.
d. The Consolidated Collections manual has instructions how to send a Secure File Transfer.
2. Never share your username and password
a. You are responsible for everything done in the system using your username and password
b. Avoid storing your password in an obvious place (desk drawers, under keyboards, sticky notes on monitors are all bad places to store passwords)
3. Use a Passphrase instead of a Password
a. Passphrases are sentences you can remember and include spaces and punctuation.
b. Example: Trust the force, Luke!
c. Example: Scotty, beam us up.
4. Lock your computer monitor (Window key +L) when you leave your desk
a. Avoid leaving your monitor open and unattended
5. Never store or transport student data on an unencrypted thumb drive/flash drive
a. Portable drives are one of the biggest risk factors for losing large volumes of data
	[image: ]
	The privacy and security of student data depends upon you.
People are the most important part of information security
	[image: ]


[bookmark: _Toc148449727][bookmark: _Toc148605917]ODE Policies
Handling Confidential Information
Information Asset Classification
[bookmark: _Toc148449728][bookmark: _Toc148605918]Information Security Questions
[bookmark: _mz56z5uomsi][bookmark: _Hlk143866948]Contact ODE Chief Information Security Officer and Team at ODE.Infosec@ode.state.or.us.

[bookmark: _Toc148449729][bookmark: _Toc148605919]Navigating the Abbreviated Day Collection
The Abbreviated Day data collection opens September 14, 2023 and closes July 5, 2023.
[bookmark: _r5xycuodlpm][bookmark: _Toc148449730][bookmark: _Toc148605920]Login Information
Access your applications list from the ODE District site at https://odedistrict.oregon.gov/Pages/default.aspx. Click on the Central Login Application button.
[image: Screenshot of the District website, with circle around the District website login link.]
Enter your Username and Password, then click Login.
[image: Screenshot of the Central Login screen with a box to type in Username and box for Password.]


Logging in takes Users to their Applications List, (yours might appear differently).
[image: Screenshot of Applications list.]
From the Applications list, click on Consolidated Collections.
[image: Screenshot of the Applications list, with the Consolidated Collections link highlighted in blue.]

Users should see a screen that looks similar to this:
[image: Screenshot of collections on the Status Tracking page.]
The list of collections users see will depend on the collections they have permissions to view and/or modify. If a user does not see the specific collection for which they are submitting data, they will need to contact their District Security Administrator for Modify permissions and Submitter permissions.

[bookmark: _xglinuuoviaj][bookmark: _Submitting_Data_to][bookmark: _Toc148449731][bookmark: _Toc148605921]Submitting Data to the Abbreviated Day Collection
Abbreviated Day Collection records are submitted by resident districts and submitting agencies for applicable programs. Report students on an IEP, 504 plan or referred for an initial evaluation for special education or 504 who are on Abbreviated School Day Program. An Abbreviated School Day Program per SB 819 is defined as:
1. An education program in which the school district restricts access for a student with a disability to hours of instruction or educational services to less than the number of hours of instruction or educational services that are provided to the majority of other students who are in the same grade within the student’s resident school district
2. That results in a student with a disability having an abbreviated school day for more than 10 school days per school year.
Criteria for Reporting a Record:
A record becomes reportable to this collection, when the student who is on an IEP, 504 or referred for an evaluation for either, is considered on an abbreviated school day program for greater than 10 days. On day eleven, the student is reported to the collection.
If Count of Days Are 11 Consecutive Days:
Report one record by entering the first day the student was on an abbreviated school day as the Abbreviated Day Start Date. Do not enter day 11 as the Abbreviated Day Start Date.
If Count of Days are 11 Cumulative Days:
Report multiple records, one for each instance leading up to a count of 11 days total.
Report all records that meet the criteria from July 1 to June 30.
· The collection is open year around, so records meeting the criteria should be reported as soon as possible. The same day or the next day is best.
· Only one “open” record allowed per student in school year. A student can have multiple records reported, but only one with BLANK Abbreviated School Day Program End Date.
· Caution! Records must be entered in chronological date order (earliest first to the most current last). If entered out of order, an error message will be generated. To clear the error, delete the most current record and resubmit it.
Submitting Agencies (see Coding Key Fields for more information):
· Resident Districts 
· Contractors (districts and ESDs) on behalf of resident districts for the following programs:
· Long Term Care and Treatment (LTCT)
· Youth Correctional Education Program (YCEP)
· Juvenile Detention Education Program (JDEP)
· Hospital Programs
· Pediatric Nursing Facilities
Records that are exempt and not reported to this collection:
· Home schooled
· Parent Placed Private Schools
· Excluded from or limited access to school due to court order
· Component of discipline imposed
· Exposure to disease
· Public health emergency, i.e. restricted access or school closures as a result
Please ODE collection staff if you have questions or need help.

[bookmark: _Toc148449732][bookmark: _Toc148605922]Web Submission
To submit data hover your mouse over Student Collections. A drop menu will appear, containing a list of open collections. When ready to submit, hover over the collection name Abbreviated Day. A fly-out menu will appear with three options: Data Submission, Error Management and Record Management. Hover over Data submission, and then Web Submission to submit student records one at a time.
[bookmark: _ulzrkef2jar4][bookmark: _File_Upload][bookmark: _op2ey6gbnigo][bookmark: _Web_Submission][image: A screenshot showing pathway for the Abbreviated Day collection. Hover over Student Collections, hover over Data Submission, then click Web Submission.]
The Web Submission takes you to a search screen. Search for a student using one of the options to search by SSID, Last Name, etc. and then click Search.
[image: Screenshot of the Web Submission search page.]

After clicking Search, the application will generate a list of student(s) that meet the search criteria. Click the green checkmark to open the student record.
[image: Screenshot of the current student list with a circle around the green edit checkmark button.]
The application will open a data entry screen for the selected student. The top half of the screen contain fields for the Abbreviated Day collection. The bottom of the screen are core fields, such as the student’s personal, demographic, and program data.
[image: Abbreviate Day data entry screen.]
[bookmark: _Toc148449733][bookmark: _Toc148605923]Abbreviated Day Fields
[bookmark: _Toc129767881][bookmark: _Toc148449734]Abbreviated School Day Program Start Date (Required)
The date the student started on an Abbreviated School Day Program.
[bookmark: _Toc129767882][bookmark: _Toc148449735]Abbreviated School Day Program End Date
The date the student was last on an Abbreviated School Day Program. Leave blank if student is still on an Abbreviated School Day Program.
[bookmark: _Toc148449736]Abbreviated School Day Program Notice to Parents Flag (Required)
Yes/No Flag that indicates district provided the parent of the student written notice regarding the district’s legal requirements for an Abbreviated School Day Program per ORS 343.161(4).
[bookmark: _Toc148449737]Abbreviated School Day Program Notice Parental Receipt Date
Date district obtained required parental signature of acknowledgement of receipt of required Abbreviated School Day Program Information per ORS 343.161(4).
[bookmark: _Toc148449738]Parent Consented to Abbreviated School Day Program Date (Required)
The date parent signed required consent to place student on an Abbreviated School Day Program per SB819.
[bookmark: _Toc148449739]Expected to Return to Full School Day Date (Required)
The date the student is expected to return to a full school day.
[bookmark: _Toc148449740]SECC Primary Disability Code (Required)
The code indicating the primary disability (eligibility) of the student. For Students with Special Education Flag N, this code should be “00 Not Applicable.”
[bookmark: _Toc148449741]Last Individual Education or Family Service Plan (IEP/IFSP) Date
The date that the student’s most recent Individual Education or Family Service Plan was completed.
[bookmark: _Toc148449742]Weekly minutes of student while on Abbreviated School Day Program (Required)
The weekly minutes of student while on an Abbreviated School Day Program. 
Note: This is the total weekly instructional and educational service minutes provided to the student, that is less than the total weekly instructional and educational service minutes provided to other students in the same grade in the resident district (for comparison, see Weekly minutes available to other students in the same grade at the Resident District)
[bookmark: _Hlk145576170][bookmark: _Toc148449743]Weekly minutes available to other students in the same grade at the Resident District (Required)
Weekly minutes available to other students in the same grade at the Resident District.
Note: This is the total weekly instructional and educational service minutes provided to other students in the same grade in the resident district, i.e., the total bell to bell minutes for the week.
[bookmark: _Toc148449744]Abbreviated School Day Program Reason Code (Required)
The code indicating the reason the student is on an Abbreviated School Day Program.
[bookmark: _Toc148449745]Abbreviated School Day Program Reason Comment
If the Reason Code entered is 06 (Other), district is required to provide comment further describing the Abbreviated School Day Program reason.
[bookmark: _Toc148449746]Latest Parent Consent Document (PDF File) (Required)
Uploaded PDF of the latest paperwork associated with the Abbreviated School Day Program pertaining to the Signed Consent and Acknowledgement of receipt of program information. Must be a PDF.
[bookmark: _Hlk145570073]IMPORTANT! Once you save the record, the only fields that are editable will be the Abbreviated School Day Program End Date field and the Latest Parent Consent Document (PDF File).

[bookmark: _Uploading_a_PDF][bookmark: _Toc148449747][bookmark: _Toc148605924]Uploading a PDF
When districts need to upload a new consent document, go to Record Management, Record Maintenance. From the drop menu of currently open collections, hover over Abbreviated Day to access the fly out menus. Then hover over Record Management, and click Record Maintenance.
[image: Screenshot showing the pathway to update a record. From the drop menu of currently open collections, hover over the needed collection name, then hover over Record Management, and finally click Record Maintenance.]
This screen allows users to search for student records. Enter a student SSID and select Search.
[image: Screenshot of the Record Maintenance search page, with a circle around the SSID search field.]


After clicking Search, the application will generate a list of student(s) that meet the search criteria. Click the green checkmark to open the student record.
[image: Screenshot of the current student list with a circle around the green edit checkmark button.]
The application will open a data entry screen for the selected student. To upload a new PDF, click Select File.
[image: Screenshot of the Upload a PDF field with the Select File and Download buttons.]
When the document is uploaded, the screen will refresh and show a Reset button. This is how users know the document successfully uploaded.
[image: Screenshot of the Upload a PDF field with the Reset button.]
If the wrong document is uploaded, use the Reset button to access the Select File button again to upload the correct document.
Final step is to click the Save button. Caution, all PDFs uploaded are saved to the database and cannot be deleted.

[bookmark: _Uploading_a_File][bookmark: _File_Submission][bookmark: _Toc148449748][bookmark: _Toc148605925]File Submission
To upload a submission file, hover your mouse over Student Collections in the top menu bar. A drop menu will appear, containing a list of open collections. When ready to submit, hover over the collection name Abbreviated Day. A fly-out menu will appear with three options: Data Submission, Error Management and Record Management. Hover over Data submission, and then File Submission to submit a file of multiple student records.
[image: A screenshot showing pathway for the Abbreviated Day collection. Hover over Student Collections, hover over Data Submission, then click File Submission.]
Next, click the Browse button to locate the submission file from the IDEA Data Manager or district SIS. Depending on the browser, the Browse button will be a Choose File button.
[image: Screenshot of the Data Submission File Submission page, with circle around the Browse button.]


A File Upload dialog box will appear. Select the submission file and then click the Open button.
[image: Screenshot of example of the file upload box, with a file selected. ]
Finally, click the Upload button to submit the file to ODE.
[image: Screenshot of the File Submission page, with a circle around the Upload button.]


If the upload is successful, the screen will display information boxes with information on the file and processing status. Consolidated Collections will notify users by email when the validation processing is complete.
[image: Screenshot of the File Upload page, which shows the file name and information on passing preliminary testing and is processing.]
Note: All records uploaded will receive an error until a PDF is added to the record. To fix this, go to Review Errors, click on the green checkmark then attach the PDF (see Correcting Errors and Uploading a PDF).
Users must check for errors throughout the reporting period. Caution! Users are not finished submitting data to ODE until all errors are corrected AND the collection has been verified at the end of the reporting period. Users must click the Verify Submission button before the collection cycle closes. See the sections Correcting Errors and Verification Process.


[bookmark: _Toc148449749][bookmark: _Toc148605926]Deleting Records
Records should only be deleted if the wrong student was entered, or a record was entered and saved with incorrect information in fields that are not editable after saving. 
To delete a record, hover over Student Collections. From the drop menu of currently open collections, hover over Abbreviated Day to access the fly out menus. Then hover over Record Management, and finally click Record Maintenance.
[image: Screenshot showing the pathway to delete a record. From the drop menu of currently open collections, hover over the needed collection name, then hover over Record Management, and finally click Record Maintenance.]e
This screen allows users to search for student records. Enter a student SSID and select Search.
[image: Screenshot of the Record Maintenance search page, with a circle around the SSID search field.]


The system will generate a table with the student record. To delete, click the red X to the right of the record. If deleting duplicate record(s), click green check mark to the left of the record, located in the Edit column, next to SSID column. This will allow users to double check they are deleting applicable record.
[image: Screenshot of the current student list with a circle around the red x delete button.]
[bookmark: _How_do_I_2][bookmark: _Correcting_Errors_in]Users can double check the record has been successfully deleted by searching for the record in the search screen located under Record Management, Record Maintenance.
[bookmark: _Correcting_Errors][bookmark: _Toc148449750][bookmark: _Toc148605927]Correcting Errors
Once all data has been loaded, the next step is to correct errors. To view and correct errors, hover your mouse over Student Collections in the top menu bar. From the drop menu, hover over Abbreviated Day, hover over Error Management, then from the fly out menu click on Review Errors.
[image: Screenshot of menu pathway from Student Collections, to Abbreviated Day, to Error Management, and then Review Errors.]
The Error Screen shows a list of errors by type, count and description. The Error Count is the number of records with the Error Type. Click the triangle expand button, in the row of the Error Type you wish to correct, which expands to show the records with that type of error.

This expanded screen contains a table with demographic information, a green check mark to access the record, a red “x” to delete the record, the values causing the error, and the column names for these values.
[image: Screenshot of the Review Errors screen, displaying one record in error for weekly instructional minutes of student is invalid, with circles around the expand triangle button and the check mark button.]
Clicking the green check mark will open the record. The top of the record will display each validation error for the record. Consolidated Collections puts a red outline around the field that contains a validation error. If there is more than one validation error, each field that is in error will be outlined in red.
[image: Screenshot of the record in error, showing that the system puts red outline around the two fields in error: Weekly instructional minutes of the student, and Weekly instructional minutes available to all students in the same grade.]
After fixing each error, click the Save button, located at the top and bottom of the record, which will clear the error. After clicking Save, the system will produce a green “Record Saved” message. The system also will revalidate the entire record, to check for any further errors.
If there is more than one error in the Error Type, the system will keep the Error Type expanded. Once all errors are fixed, the record will post to Record Management.
[bookmark: _1ousuknf0994]

[bookmark: _2dlh6ok38xb4][bookmark: _Verification_Process][bookmark: _Toc148449751][bookmark: _Toc148605928]Verification Process
At the end of the collection cycle, the final step is verifying the submission for the school year. This must be done before it closes on July 5, 2024. ODE cannot consider the collection complete until the submitting district verifies it as complete. All districts are required to complete the verification process on the Status Tracking tab at the end of the collection cycle in June/July.
From anywhere in the Consolidated Collections application, click the Status Tracking tab to go to the list of collections. Make sure the School Year dropdown displays the correct school year. This dropdown will automatically advance to the next school year on July 1. If the 2023-2024 collection closes on July 5 and is not verified, when users arrive at the Status Tracking page, the dropdown will show 2024-2025 and all the collection names will end with “24-25.” The example below uses 2023-2024 collections.
[image: Screenshot of the Status Tracking page with circle around the school year drop menu.]
On the Status Tracking tab, use the expand triangle to select the Abbreviated Day collection. This reveals the Verify Submission button.
[image: Screenshot of the Status Tracking page, with circles around the expand triangle button and Verify Submission button.]


Under the Verify Submission button is a grid showing the count of records posted, date of last update, count of errors and warnings, and date of last error/warning update. Review submitted data to ensure accuracy and to ensure the data is error free. When the Verify Submission button is clicked, a message will appear indicating that your submission has been verified, and the application will display the staff name and date of verification, as well as the number of records that posted and if there are any errors.
[image: Screenshot of the Status Tracking page showing two errors remaining for collection.]
When these final steps have been completed, districts attest that they submitted accurate and complete data and that submission is considered complete.


[bookmark: _Secure_File_Transfer][bookmark: _Coding_Key_Fields][bookmark: _Toc148449752][bookmark: _Toc148605929]Coding Key Fields
The following provides general guidance for different reporting scenarios. If you encounter any difficulties reporting these data, please reach out to one of the ODE staff contacts.
[bookmark: _Toc148449753][bookmark: _Toc148605930]Resident District Student
Scenario: Student resides within your district boundaries and attends school in or outside your district’s boundaries.
Who Submits: The resident district is responsible for submitting these students.
	Field
	Correct Code/Identifier

	Logon at ODE District Website
	· Agency submitting data 

	[bookmark: _Hlk145343439]03 – Resident District ID
	· Submitting Agency ID (the district responsible for FAPE)

	04 – Resident School ID
	· This field may be your district ID or a public school ID located within your district boundaries.

	05 – Attending District ID
	· District ID where the student is receiving instruction and where state assessments are administered.

	06 – Attending School ID
	· Public school ID within attending district boundaries or district placed private school. If no private school ID exists, enter District ID)



[bookmark: _Toc148449754][bookmark: _Toc148605931]Resident District Student - Other Local or Regional Correctional Facilities (Not ACEP, YCEP, or JDEP)
Definition: When the student is placed in a local or regional correctional facility located within the school district that is not an ACEP, YCEP, or JDEP (ORS 339.129).
Coding Example:
Scenario: Student resides within your district boundaries and receives education programs in a correctional environment that is not an ACEP, YCEP, or JDEP.
Who Submits: The resident district is responsible for submitting these students.
	Field
	Correct Code/Identifier

	Logon at ODE District Website
	· Agency submitting data 

	03 – Resident District ID
	· Submitting Agency ID (the district responsible for FAPE)

	04 – Resident School ID
	· This field may be your district ID or a public school ID located within your district boundaries.

	05 – Attending District ID
	· District ID where the student is receiving instruction and where state assessments are administered.

	06 – Attending School ID
	· Public school ID within attending district boundaries or private school ID. If no private school ID exists, enter District ID)




[bookmark: _Toc148449755][bookmark: _Toc148605932]LTCT Student (Contractor Submission)
Scenario: The student is placed in and was receiving their education in an LTCT program.
Who Submits: The school district or ESD that contracts with ODE to provide educational services submits these students.
	Field
	Correct Code/Identifier

	Logon at ODE District Website
	· Agency submitting data (Contractor only)

	03 – Resident District ID
	· District where LTCT is located

	04 – Resident School ID
	· District where LTCT is located

	05 – Attending District ID
	· (3559) ODE LTCT District

	06 – Attending School ID
	· LTCT Program ID from Supplement A



[bookmark: _Toc487609832][bookmark: _Toc114648872][bookmark: _Toc126071408][bookmark: _Toc148449756][bookmark: _Toc148605933]Hospital Program Student (Contractor Submission)
Definition: When the student resides in and receives their special education services in a Hospital Program. ORS 343.261
Coding Example:
Scenario: The student receives their education in a Hospital Program.
Who Submits: Only the school district or ESD that contracts with ODE to provide educational services submits these students.
	Field
	Correct Code/Identifier

	Logon at ODE District Website
	· Agency submitting data (Contractor only)

	03 – Resident District ID
	· District where Hospital Program is located

	04 – Resident School ID
	· District where Hospital Program is located

	05 – Attending District ID
	· (5401) ODE Hospital Program District

	06 – Attending School ID
	· Hospital Program ID from Supplement B



[bookmark: _Toc487609837][bookmark: _Ref493251026][bookmark: _Toc114648877][bookmark: _Toc126071413][bookmark: _Toc148449757][bookmark: _Toc148605934]Pediatric Nursing Facility (PNF)
Definition: A pediatric nursing facility is a licensed nursing facility where at least 50 percent of whose residents entered the facility before the age of 14, and all of whose residents are under the age of 21 (ORS 343.941). Currently there is only one PNF, and Portland SD 1J reports the data for this facility.
Coding Example:
Scenario: The student receives their education in a pediatric nursing facility.
Who Submits: Only the school district or ESD that contracts with ODE to provide educational services submits these students (see note above).
	Field
	Correct Code/Identifier

	Logon at ODE District Website
	· Agency submitting data (Contractor only)

	03 – Resident District ID
	· Submitting Agency ID (the district responsible for FAPE) (2180)

	04 – Resident School ID
	· Submitting Agency ID

	05 – Attending District ID
	· (5269) ODE PNF District

	06 – Attending School ID
	· PNF Institution ID from Supplement B (5269)


[bookmark: _Toc487609836][bookmark: _Toc114648876][bookmark: _Toc126071412][bookmark: _Toc148449758][bookmark: _Toc148605935][bookmark: _Toc487609835][bookmark: _Toc114648875][bookmark: _Toc126071411]State Placed Juvenile Detention Education Program (JDEP) Student (Contractor Submission)
Definition: When the student has been placed in a Juvenile Detention Center. ORS 336.585
Coding Example:
Scenario: The student receives their education in a juvenile detention center.
Who Submits: Only the school district/ESD that contracts with ODE to provide educational services submits these students.
	Field
	Correct Code/Identifier

	Logon at ODE District Website
	· Agency submitting data (Contractor only)

	03 – Resident District ID
	· Submitting Agency ID 

	04 – Resident School ID
	· Submitting Agency ID

	05 – Attending District ID
	· (3476) ODE JDEP District ID

	06 – Attending School ID
	· JDEP Facility ID from Supplement E



[bookmark: _Toc148449759][bookmark: _Toc148605936]State Placed Youth Corrections Education Program (YCEP) (Contractor Submission)
Definition: When the student resides in an Oregon Youth Correctional Facility and receives their education services through a Youth Corrections Education Program. ORS 336.590
Coding Example:
Scenario: The student receives their education in an Oregon Youth Correctional Facility.
Who Submits: Only the school district or ESD that contracts with ODE to provide educational services submits these students.
	Field
	Correct Code/Identifier

	Logon at ODE District Website
	· Agency submitting data (Contractor only)

	03 – Resident District ID
	· Submitting Agency ID

	04 – Resident School ID
	· Submitting Agency ID

	05 – Attending District ID
	· (3477) ODE YCEP District ID

	06 – Attending School ID
	· YCEP Facility ID from Supplement D



[bookmark: _uuwnfteslaae][bookmark: _bxqi8ebwc7hs][bookmark: _xxy2svjakjw][bookmark: _eyyok5hrkvmo][bookmark: _1sbfn4labtad]

[bookmark: _Production_Download][bookmark: _Toc148605937]Production Download
A Production Download Report is a report of all data submitted to Consolidated Collections for a given collection. It is located in the Reports tab, which contains a list of various reports that can be download for collections assigned to the user.
Select Reports tab, located next to Status Tracking tab.
[image: Screenshot of Consolidated Collections page with a circle around the Reports tab.]
In the Collection menu, select Abbreviated School Day Program.
[image: Screenshot of Collection list, with Abbreviated School Day Program highlighted.]
In the Report Year menu that appears below or to the right, select the AbrvdDay Report from the collection year needed.
[image: Screenshot of Report Year list, showing reports by school year.]

In the Report menu that appears below or to right, select Production Download Report.
[image: Screenshot of Report list, with Production Download Report highlighted.]
A new tab will open notifying which report was selected, and identifying the collection and year requested.
[image: Screenshot of the production download message, showing which collection and agency the report is for: Abbreviated Day 23-24 for Oregon Department of Education]
Consolidated Collections will send the user an email, using the email address associated with the users login/account. Click the link in this email.
[image: Email generated by ODE Helpdesk.]


The link will take users to a Secure File Transfer page on the ODE District website. Enter the user’s email address, the same address the email was sent to, and click the Submit Email Address button.
[image: Screenshot of the Secure File Transfer website, where user's email address is used as a password to get to the Production Download Report.]
After the Submit Email Address button is clicked, the page will generate a Download button. Click the Download button to download the zip file of the Production Download Report.
[image: Screenshot of the Secure File Transfer website, where users can click the Download button that will generate the Production Download Report.]
The system will generate a download box in the top right of the bowser. Users can click on the file name or the folder icon. Clicking the file name will open a zip folder containing a CSV workbook. Clicking the folder icon will open the Downloads folder where the file has been saved.
[image: Screenshot of download box in the top right of the bowser. Users can click on the file name or the folder icon.]


[bookmark: _Toc148449760][bookmark: _Toc148605938]Frequently Asked Questions
Q:	How do I log into the district site?
A:	Visit ODE’s District webpage. Your District’s Security Administrator must give you access and permissions for the Discipline Incidents Collection.
Q:	How do I locate my District Security Administrator?
A:	If you do not know who your District Security Administrator is, go to the District Home page, on the right-hand side, and click Find Security Administrator. On the Search for Security Administrator page, enter an institution ID or District Name, then click the Search button.
Q:	Where do I find the Abbreviated Day Collection once I have logged into the site?
A:	From the Application List, select Consolidated Collections, then the Student Collections drop menu. When the collection is open, Abbreviated Day will appear in the drop menu.
Q:	How do I submit online through the web submission process?
A:	Please see the section on Web Submission for information on submitting one record at a time for this collection.
[bookmark: _Hlk145570169]Q:	How do I attach the latest parent consent document (PDF) to a student’s record for the Abbreviated Day Collection?
A:	Please see the section on Uploading a PDF.
 Q:	A student is no longer on an abbreviated day program. Should I remove them from my submission?
A:	Enter an Abbreviated School Day End Date and save the record.
Q:	How can I find another school’s or district’s Institution ID number?
A:	1. Go to the Institutions Lookup page[footnoteRef:1] [1:  https://www.ode.state.or.us/instid/] 

2. In the second field, for Institution Name, enter the school district name; and click Search.
Q:	What are Demographic Errors?
A:	Demographic errors occur when a student record has three or more mismatches compared to the student’s record in SSID. In the record’s error screen, the fields in error will have a red outline. The Validation Errors message at the top of the record will display the fields in error in the Field Name column, as well as the incorrect value plus the SSID values in the Field Value column.
Q:	What do I do when I receive an error that indicates a student is merged to another SSID?
A:	The cause of this error is one student with two SSIDs. To fix this error, please work with district staff that works with the SSID system.

[bookmark: 28h4qwu][bookmark: _Toc148449761][bookmark: _Toc148605939]Appendices
[bookmark: _Discipline_Action_Type][bookmark: _Toc148449762][bookmark: _Toc148605940]Reason Codes

	Code
	Name
	Description

	01
	Behavior Needs
	To help student meet their IEP goals related to behavior

	02
	Medical Needs
	To help student meet their medical needs

	03
	Student/Parent Choice to Alter Education Program
	Student/parent choice to alter student’s education program

	04
	Student/Parent Choice - Senior Doesn’t Need Full School Day Credits
	Student/parent choice due to needing less than full school day credits to graduate

	05
	Court Order 
	Student has limited access to school due to court order.

	06
	Other
	Student on abbreviated day for other reason detailed in comment 




Phone Call or Email is received by ODE Technician


Technician answers the phone or email


If the problem can be solved within 5 minutes, they will ticket and resolve the issue right then. Otherwise, they will forward the ticket to a technician not on phone duty.	


Technician contacts customer within 1-2 business days*


*depends upon call and email volume


Technician works with you to resolve the issue.


Be prepared to provide your name, phone number, school, district, email address, best time to contact you, and a brief description of the issue
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