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[bookmark: _The_CALPADS_Competency]The CALPADS Competency Model

The CALPADS competency model is a framework used to identify, assess, and develop skills that lend themselves to consistent and successful CALPADS data management. 
A CALPADS competency is defined as a set of knowledge and skills required for successful CALPADS data management. 
A CALPADS skill is defined as the ability to perform specific tasks and activities involved in CALPADS data management. 
The following 6 competencies have been identified by CSIS as critical to successful data management in CALPADS: coalition builder, data leadership, manage and maintain data, CALPADS data literacy, project management, and critical thinking. 


          Figure 1: CALPADS Competencies

The definitions for each CALPADS competency is as follows: 
· Coalition Builder – Supports and connects people and data throughout the entire ecosystem. 
· Data Leadership – Build a culture of data literate relationships among stakeholders to increase productivity, innovation, creativity amid change. lead others, identify responsibilities and help define roles for others as well as alert administration when problems arise.
· Manage and Maintain Data – Organize, refine, validate, and maintain agency data. 
· CALPADS Data Literacy – Knowledge of CALPADS system documentation, resources, reports, and data sources. The ability to navigate and use documentation and reports to locate answers and insights.
· Project Management – Initiate a plan for data submission: implement a schedule, identify resources, identify risks and manage/control successful outcomes. 
· Critical Thinking – A disciplined inquiry mindset to explore issues, ideas, and all data to discover the common characteristics of all components. Skills to resolve errors and make sense of data; recognize when information is needed and have the ability to locate, evaluate, and use effectively the needed information. 
Within each competency, a set of skills were identified based on CALPADS tasks and activities that lend themselves to consistent and successful CALPADS data management. Skills represent the ability to perform specific tasks and activities involved in CALPADS data management. Skills can be measured for proficiency and can be developed with training and guidance. 
This document is intended to be utilized in conjunction with the CALPADS Skill Level Assessment, in which CALPADS coordinators assess their level of proficiency with regards to each competency and skill, and thereby skills for development. This document may be utilized to locate and engage with development resources for specific skills. 
The set of skills contained within each competency are as follows: 



1.0 Coalition Builder

Figure 2 - Coalition Builder Skills

1.1 Network – Form alliances to combine action that improves CALPADS Literacy. Establish a network of people and resources. 
1.2 Build - Motivate the organization by organizing a team with members across departments. Foster mindset of cross department collaboration. 
1.3 Support - Support and connect data collection with data stewardship, data custodianship across the data ecosystem. 
1.4 Engage - Engage data stewards and other stakeholders to ensure productive outcomes, which will meet the business goals accurately when reporting to CALPADS.
1.5 Relate – Relationship centric – people person, empathic – influence behavior to get buy-in (vs PM is goal centric)



2.0 Data Leadership

Figure 3 - Data Leadership Skills

2.0 
2.1 Bridge – Unites people and information to drive business practices in closing the achievement gap. 
2.2 Develop – Initiates and organizes data education/literacy within the LEA. Can articulate/educate importance of data quality and integrity. 
2.3 Model -  Competent in designing, developing, and applying data management principles. Implements practices to become data driven. 
2.4 Cultivate – Build processes to support positive data culture – ensure the environment has equitable training and accessible resources.
2.5 Evolve – Proactively prepares the organization for new or changing data collections. Understands and anticipates how change to business rules and/or system functionality will impact local processes. Integrates diverse information into defined, organized messages. 




3.0 Manage and Maintain Data


Figure 4 - Manage and Maintain Data Skills
1.0 
2.0 
3.0 
3.1 Originate – Map where data lives within SIS and how it’s collected locally (e.g., enrollment form, home language survey). Document local practices to capture local data.
3.2 Codify - Establishes local practices to capture consistent, timely, and reliable data. Proactively conducts periodic data quality checks. 
3.3 Refine- Extracts imperfect data. Finds and corrects data problems and discrepancies in data systems. Manipulate data extracts to affect specific data sets or error resolutions. 
3.4 Inspect – Apply quality control, quality assurance methods and techniques. 



4.0 CALPADS Data Literacy

Figure 5 - CALPADS Data Literacy Skills


3.2 Source – Identify the CALPADS resources and source data systems. Familiar with relationships to other data ecosystems. Describe data workflow into other systems.
3.3 Process – Map data within SIS and understand local methods for data collection (e.g., enrollment form, home language survey). Precisely enter data into data systems. Find and correct errors and discrepancies in data systems. 
3.4 Organize – Apply quality control methods and techniques. Clean and prepare data for CALPADS. Methodically coordinate data assets with attention to detail. 
3.5 Practice – Establish, document, and follow local practices to capture consistent, timely and reliable data. Proactively and consistently access CALPADS resources for current CALPADS Literacy. Navigate the cross reference of CALPADS resources.
3.6 Interpret – Ability to read, work, analyze, cross reference other material, and argue with data and relate/map it to other state reports. Interpret business rules and understand CALPADS data relationships.



5.0 Project Management

Figure 6 - Project Management Skills
4 
4.2 Plan – Initiates a plan for data submission, understands scope of work, implements a schedule, monitors and controls outcomes. Incorporates use of RACI matrix as best practice.
4.3 Communicate – Organizes meetings and disseminates information to LEA stakeholders. Consults stakeholders and hold reciprocal conversations. 
4.4 Implement – Implements proven project management techniques and methods. Manage multiple priorities. Establishes a data submission schedule for timely contributions from administration and staff. Identifies, assesses, and manages risk. 
4.5 Monitor – Identify risk. Put action into play to mitigate or avert incidents.



6.0 Critical Thinking

Figure 7 - Critical Thinking Skills
5 
5.2 Comprehend – The ability to look at data and comprehend the information. Review aggregate reports and compare local data – determine gaps. Identifies interdependencies between local systems, statewide reporting system, and accountability. 
5.3 Inform – Assess the data with insight, utilizing the data to make informed decisions. Objectively examine information relevant to the problem. Conceptualize impact of changes. 
5.4 Share – Transform data/extracts into a display to provide deeper understanding for the administration – draw conclusions. 
5.5 Troubleshoot – Evaluate, seek evidence and research to identify problem-solving patterns to make sense of information. 
5.6 Identify – Identifies remediation plans when there are data abnormalities. Ability to analyze and interpret business rules and identify potential defects. 


[bookmark: _1.0_Coalition_Builder]

1.0 Coalition Builder
Supports and connects people and data throughout the entire ecosystem.


Figure 8 - Coalition Builder Resources
Introductory Resources
 
Future of Data Work: Collaboration and No Limits
Author: Observable
Format: Article 

This article from Observable provides a model for collaborative data management.  Although not a CALPADS-specific resource, many of the models and many of the principles outlined can be used by LEAs while working in CALPADS including the following sections:

· Bring People Together In the Browser
· The Future of Data Work is Collaborative

A review of these sections and implementation of the concepts contained therein will help LEAs to develop the Coalition Building competency. 

Principles of Managing Data (ACSA)
Author: CSIS
Format: PowerPoint Presentation
Length: 40 Slides
Target Audience: CALPADS Coordinators & Leaders

The Principles of Data Management (ACSA) training explains the people, processes, and systems that comprise the CALPADS ecosystem, which LEAs can use to establish and improve the collaboration and partnerships involved in CALPADS work. This includes the principles, tools, and practices outlined for: 

· The CALPADS Ecosystem (Slide 5)
· Principles of Managing Data (Slides 14 - 22)
· The RACI Matrix (Slide 19)
· What Leaders Should Do (Slide 31 – 36)

LEAs can develop the Coalition Builder competency through a review and implementation of the concepts outlined above.

Skills Necessary for CALPADS Reporting Success 
Author: CSIS
Format: PowerPoint Presentation
Length: 41 slides

From the 2022 CITE Conference, the Skills Necessary for CALPADS Reporting represents an alignment of CALPADS work to specific competencies and skills. This will introduce LEA Administrators to competencies required in promoting a data culture and assist district administrators identify qualities in staff that lend themselves to successful CALPADS reporting. This includes an explanation of the proficiency levels of each competency, with examples.

[bookmark: _1.1_Network]1.1 Network
Form alliances and networks to combine knowledge and skills and improve data literacy. Establish and maintain a network of individuals and resources to improve data management.

Strategic Alliance Development: Steps 1-4 with Ed Rigsbee
Author: Ed Rigsbee
Format: Video
Length: 38:20 min

This video from Ed Rigsbee provides a seven-step process for forming and developing partnerships. Although not a CALPADS specific training, the seven-step process can be used by LEAs to form a strong coalition of partners around CALPADS work. This includes: 

· The Seven Steps for Alliance Development and Implementation (17:47 – 18:42)
· Monitor (19:54 – 20:56)
· Educate (22:19 – 27:24)
· Alliance Type/Structure (27:25 – 28:24)
· Organize: Partner Due Diligence (28:25 – 30:39)

The processes and tools outlined in these lessons can be implemented to build network and build a strong data culture. 

The 4 Pillars of a Strong School Data Culture
Author: Schoolytics
Format: Article

This article from Schoolytics outlines four principles that help build school data culture:

1) Develop Trust
2) Set Shared Targets
3) Develop Data Skills
4) Establish Data Practices

The foundational principals outlined in this article for establishing a data culture in the education space can be applied to work in CALPADS to develop coalition building at LEAs. 

5 Qualities of a Successful Partnership
Author: CVENT
Format: Article

This article form CVENT presents five characteristics of successful partnerships:

1) Open Communication
2) Accessibility
3) Flexibility
4) Mutual Benefit
5) Measurable Results

Although not specific to CALPADS or education data management, the principles outlined can be implemented to establish or develop data partners towards meeting CALPADS goals. 

The 7 Keys to Creative Collaboration
Author: John Spencer
Format: Video
Length: 2:17

This video from John Spencer provides seven key components of collaboration. The seven components are: ownership, dependability, trust, structure, shared vision, fun, and candor. While not CALPADS specific skills, the interpersonal and collaborative skills described here are essential to successful CALPADS coalition building and the network skill. 

Next Steps – Put Into Practice – Coalition Builder – Network
After a review of the resources outlined for the Coalition Builder competency, Network skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset 
Manage CALPADS user accounts. Start by identifying user’s and their account roles. Be familiar with the landscape of users. Restrict access to invalid account holders and verify stakeholders assign appropriate roles as needed. Use the email address associated with the CALPADS accounts to inquiry the account holder about their role and responsibilities in CALPADS and in the organization.
Learner Skillset
Identify department leaders within your organization, ensure that they have account access and the necessary roles to search for students, submit relevant data and review reports. Request confirmation that they agree to the roles and responsibilities given. Determine if the organizational structure should influence CALPADS access and points of contact.
Practitioner Skillset 
Develop trust with your stakeholders by providing timely information. Share CALPADS timelines and deadline dates. Relay upcoming changes announced in the quarterly meetings and current conditions from CALPADS Flash Updates. Provide periodic status updates about ongoing CALPADS activity (Data collection problems, Errors, Known Issues, certification status). Develop tools (RACI) and documentation to share information and establish procedures.
Experienced Practitioner Skillset
Assume leadership role by organizing and coordinating communication for your data team. Schedule meetings based on a yearly calendar considering local factors and CALPADS requirements. Set Goals for success and milestones to track progress. Provide organizational access to highly developed documentation (RACI, Schedule, Calendar, Contact List, Responsibility Diagram). 
Instructor Skillset
Become a regional resource sharing your information with other LEAS, county office and the CALPADS community as a whole. Provide templates and documented procedures for other organizations to learn from. Work with outside organizations to help them develop a communication plans. 

[bookmark: _1.2_Build]1.2 Build 
Motivate the organization by organizing a team with members across departments. Foster mindset of cross department collaboration. 

How to Enable Collaboration in Your Organization?
Author: Dr. Raj Ramesh
Format: Video
Length: 4:15 min

This short video from Dr. Raj Ramesh describes the importance of collaboration in a modern working environment in simple terms. The key concepts described can be used in the CALPADS space to:

· Motivate individuals to collaborate
· Take ownership and responsibility for contributions

Implementation of the tools and techniques outlined for motivation and ownership can be implemented by LEAs to form stronger collaborative efforts around data management and CALPADS. 

Using Data: Data Culture
Author: EL Education
Format: Article

This article from EL Education describes how to build a data culture that emphasizes safety and collaboration, requires a growth mindset and relational trust. Although not CALPADS-specific, the following sections can be implemented by LEAs to better promote a data culture to develop collaborative efforts, knowledge, and skills with regards to CALPADS:

· Using Data
· Stages of Growth
· A growth mindset in Data Culture

A review and implementation of these concepts will help LEAs to develop the coalition builder competency and build skill.

Next Steps – Put Into Practice – Coalition Builder – Build
After a review of the resources outlined for the Coalition Builder competency, Build skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
After an account audit and inquiry of the account holders in the organization. Introduce yourself, role and responsibilities. Explain your goals and offer assistance to encourage collaboration and establish communication.
Learner Skillset
Review the data collection procedures with data custodians, and other stakeholders to establish a common understanding of the data flow. Work with department leaders to assign accountability for report reviews and data accuracy. 
Practitioner Skillset 
Build trust amongst team members by providing status updates and tracking progress. Communicate with stakeholders to identify needs and roadblocks. Receive input from stakeholders to establish organizational data management goals and procedures. Moderate interdepartmental issues to overcome roadblocks in data submission.
Experienced Practitioner Skillset
Organize meetings to encourage interdepartmental understanding and collaboration.  Provide training to stakeholders to expand the understanding of the data flow and ecosystem. Solicit input from data team members when establishing procedures. Provide summary and feedback of data submission or project.
Instructor Skillset
Share communication strategies with county offices and other LEAs. Develop training material addressing the need for, benefits from and challenges of interdepartmental collaboration. Provide visuals of Mapped data and departmental relationships. Facilitate a common understanding and the development of best practices by transparently sharing accounts of experiences success and failures with the CALPADS community.

[bookmark: _1.3_Support]1.3 Support 
Support and connect data collection with data stewardship, data custodianship across the data ecosystem. 

4 Components of an Impactful School Data Culture
Author: Schoolytics
Format: Video
Length: 9:14

This video from Schoolytics describes 4 key components of a data culture:

· Trust
· Targets
· Skills
· Process

These areas can be identified in LEAs and improved upon based on lessons contained in the video, towards a better collaborative culture around data reporting in CALPADS. 

How to Communicate with Stakeholders
Author: Google
Format: Video
Length: 3:28 minutes

This short video from Google provides guidance on communicating and setting expectations with stakeholders as a vital park of a data analyst role. Although no CALPADS-specific, the following soft skills can be implemented by CALPADS coordinators:

· Time Management (0:08 – 0:40)
· Providing Data and Information to Stakeholders (0:49 – 3:06)

The discussion around these concepts can inform LEAs regarding communicating expectations with various stakeholders of LEA data. 

Next Steps – Put Into Practice – Coalition Builder – Support
After a review of the resources outlined for the Coalition Builder competency, Support skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset
Request support and answers for team members from outside sources. Be a go between for CALPADS and SIS or SEDS support. Become the point of contact for external collaboration for your data team.
Learner Skillset
Provide links to documentation and reference material to stakeholders and data team members when questions arise. Attempts to provide solutions and answers to over come problems or when troubleshooting. Provide access to documents and resources that may be helpful to the data team. Provide answers to questions as you are able.
Practitioner Skillset 
Proactively provides resources and reference materials to guide and teach members of the data team to avoid obstacles and challenges. Collects resources and reference material that are provided as needed. Facilitates communication between departments and system manually. Assembles guides and instructions for local use.  Create a local repository of resources for use within your organization. Create local instruction to guide workflow that align with policy.
Experienced Practitioner Skillset
Provide highly developed documented procedures for requesting internal or external support. Create avenues for data stewards to independently resolve issues across the data ecosystem. Map data flow and system relationships to help stewards identify the source of the problem and where to request support. Provide training to resolve common problems and institute mechanism for additional support.
Instructor Skillset
Provide support documentation with other organizations. Teach data coordinators how to organize a support structure that promotes stakeholder independence and resourcefulness. Share resolution strategies and troubleshooting techniques at COE meetings and conferences. Provide information to other agencies of how to structure a hierarchy of support and empower system user to seek their own solutions.

3:06)

[bookmark: _1.4_Engage]1.4 Engage 
Engage data stewards and other stakeholders to ensure productive outcomes, which will meet the business goals accurately when reporting to CALPADS. 

Stakeholder Engagement Tips: 5 Tips For Project Managers
Author: Online PM Courses - Mark Clayton 
Format: Video
Length: 8:47 minutes


This video from Mike Clayton at Online PM Courses provides key concepts for stakeholder engagement. Particular attention should be paid to the following sections:

· Time (0:37 – 1:42)
· Respect (1:43 – 4:53)
· Ask Questions (5:52 – 6:59)

A review of these sections and implementation of the concepts contained therein will help LEAs to develop the coalition builder competency, engage skill. 
· T

Project Stakeholder Management Plan: Managing Expectations!
Author: ProjectManager
Format: Video
Length: 8:24 minutes


This video from ProjectManager provides 5 lessons on aligning or managing stakeholder expectations with a project. Particular attention should be paid to the following sections:

· Stakeholders with multiple competing priorities (1:57 – 2:39)

A review of this section, in conjunction with an implementation of the concepts contained therein, will help LEAs to develop the engage skill. 


Next Steps – Put Into Practice – Coalition Builder – Engage
After a review of the resources outlined for the Coalition Builder competency, Engage skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset
Establish a network of people to assist in Data management. These stakeholders may show initial interest in the data project or may have obvious roles based on their position, (Program managers, IT specialists, Department directors) communicate their role and responsibilities. Use a RACI MATRIX, or stakeholder map categorize stakeholders and their importance.
Learner Skillset
Form alliances with data stewards and develop relationships to foster collaboration. Learn who your data stewards are and what their priorities are to better motivate and relate to them. Learn what their business needs are so that data becomes an asset to them earning investment and support. Request a survey to learn what your organizational data needs are from the staff. Identify people who show an interest and needs that can be met. They are more likely to be engaged when they can see a benefit.
Practitioner Skillset 
Expands the support network across the organization. Establish teams within the data team that can work independently of direction and work directly with each other. Using an organizational hierarchy and data relationship models identify cross departmental staff who have similar interests in data. Either through collaboration or with the assistance of administration build teams to reach data initiatives.
Experienced Practitioner Skillset
Develop an engagement plan. Organize meetings, schedule regular updates and be the point of contact to manage expectations and provide information. Use communicative tools to facilate timely and frequent correspondence. Seek feedback and schedule time for flexibility. Allow stakeholders the opportunity to make significant contributions. Using tools available to you organize informal chat groups for working members of a team. Form larger groups for the project team. Schedule meetings on a calendar and track progress so that all team members are aware issues. Create a schedule that allows for changes and corrections. Encourage support and stakeholder decision making.
Instructor Skillset
Share tools and techniques with outside organizations. Develop stakeholder management plans that can be implemented by other LEAs. Demonstrate how communication tools assisted in collaboration and were used to build relationships. Build county wide data teams and connect personnel from LEAs to build data teams and establish documentation , procedures and direct communication.

[bookmark: _1.5_Relate]1.5 Relate - Relationship
Relationship centric - people person, empathic - influence behavior to get buy-in (vs PM is goal centric)

“Data Walk" Is a Key Tool in Results-Based Leadership
Author: The Annie E. Casey Foundation
Format: Article

This article from The Annie E. Casey Foundation introduces and provides the methodology to conduct a data walk. A Data Walk is a method of stakeholders’ collaboration to assess and improve data quality, data driven decision making, and outcomes.

Foster Conversations About Results With Data Walks
Author: The Annie E. Casey Foundation
Format: Video
Length: 5:04 minutes

This video from The Annie E. Casey Foundation demon­strates how you can rely on data walks to accel­er­ate group work for improved outcomes.  A Data Walk is a method of stakeholders’ collaboration to assess and improve data quality, data driven decision making, and outcomes. 

The Complete Guide to Stakeholder Management
Author: Stephanie Trovato
Format: Article

This article from Stephanie Trovato provides a comprehensive explanation of stakeholder management, including: what is stakeholder management, why is stakeholder management important, the benefits of stakeholder management, the stakeholder management process, and tips for stakeholder management. 

3 Key Empathy-Based Methods to Uncover the Truth About Your Stakeholders
Author: Gleb Tsipursky
Format: Article

This article from Dr. Gleb Tsipursky details the use of empathy to establish a good relationship with your organization’s stakeholders in order to pave the way to increased productivity and drive business goals.



Next Steps – Put Into Practice – Coalition Builder – Relate
After a review of the resources outlined for the Coalition Builder competency, Relate skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset
Identifying your organization’s key leaders, whose decisions will have the most impact on your organization. Develop a business relationship with the leaders and a report leading to honest and transparent conversation. Learn how your leaders communicate so that their message is understood and your message will be heard. Work for the interest of the leaders, completing tasks and proving yourself to be an asset. Maintain honest communication about a project and information relative to your responsibilities.
Learner Skillset
Intentionally build relationships with data stewards, expand your network by initiating conversation and understanding. Work with data stewards to draw connections between business operations and data management. Make change happen by developing to recruiting an advocate with great interpersonal communication skills (someone who is particularly gregarious, affable, or outgoing) to bring others into the data team.
Practitioner Skillset
Allow data stewards and stakeholders to help develop data management policies and procedures. Show trust in their input and feedback by implementing their suggestions or creating a plane to address their concerns. Conduct after action review meetings with stakeholders to elicit input and perspectives. Acknowledge contributions from the team and highlight their efforts for through email or newsletter in a mass communication.
Experienced Practitioner Skillset
Help data stewards develop training for Data Management. Allow the data stewards to manage collection and management with your oversight. Conduct periodic meetings to check in or update the status for stakeholders and allows stakeholders to help problem solve issue amongst the group. Help build and facilitate interdepartmental communications so that data stewards build independent working relationships. Include pertinent personnel in communications, be sure that decisions are made with and by relevant staff.
Instructor Skillset
Document strategies and relationship building practices. Provide guidance and share experiences with other LEAs, COEs and the CALPADS community. Provide demonstration and examples of tools that assist in relationship building, stakeholder collaboration or acceptance of accountability. Develop relationships with those outside of your organizations providing contributions to data management policies, practices or procedures for the larger community.

[bookmark: _2.0_Data_Leadership]2.0 Data Leadership
Build a culture of data literate relationships among stakeholders to increase productivity, innovation, creativity amid change. lead others, identify responsibilities and help define roles for others as well as alert administration when problems arise.


Figure 9 - Data Leadership Resources
Introductory Resources

CALPADS Orientation
Author: CSIS Training Channel
Format: Video 
Length: 8:54

The video from CSIS familiarizes participants with key roles and responsibilities regarding CALPADS work, CALPADS functionality as well as various reporting systems that link to CALPADS, CALPADS terminology, and resources to support reporting and managing data. 

What is a Stakeholder Analysis? — Leading Successful Projects
Author: ProductPlan
Format: Video
Length: 4:01 min

This video from ProductPlan provides an explanation of the importance of stakeholder analysis with examples of how to conduct an efficient stakeholder analysis using a power/interest grid. With ProductPlan’s model, stakeholder analysis is a process of identifying people involved; grouping them according to their levels of participation, interest, and influence and determining how best to involve and communicate with each of these stakeholder groups.

Stakeholder Analysis
Author: Product Plan 
Format: Article 

This article from ProductPlan supplements the What is a Stakeholder Analysis video linked to above. It provides an explanation of the importance of stakeholder analysis with examples of how to conduct an efficient stakeholder analysis using a power/interest grid. With ProductPlan’s model, stakeholder analysis is a process of identifying people involved; grouping them according to their levels of participation, interest, and influence and determining how best to involve and communicate with each of these stakeholder groups.


[bookmark: _2.1_Bridge]2.1 Bridge 
Unites people & information to drive business practices in closing the achievement gap.
 
Four Domains/CALL School Improvement System
Author: Comprehensive Assessment of Leadership for Learning (CALL)
Format: Video
Length: 4:08

The Comprehensive Assessment of Leadership for Learning, or CALL, in collaboration with West-Ed, has developed a version of the CALL assessment and feedback system that measures specific practices within the Four Domains for Rapid School Improvement framework. The four domains for rapid school improvement are: talent development, instructional transformation, culture shift, and turnaround leadership. 

Six Best Practices for Your First 90 Days as a Data Leader
Author: Insight
Format: Article

This article from Insight provides six best practices for new data leaders. Regarding work in the CALPADS space, particular attention should be paid to the following practices:

· Cultivate an Open Data Culture
· Align Stakeholders on Priorities
· Inspire the Team 

A review of these sections and implementation of the concepts contained therein will help LEAs to develop the Data Leadership competency, Bridge skill. 


The Secret to Success in Data Deployment is the Data Team
Author: National Association of Secondary School Principals (NASSP)
Format: Article

This article from NAASP provides a case study displaying how a school created a data team to close the achievement gap. Examples are provided of analyzing and disseminating achievement data and using it to lead instructional practices.


Next Steps – Put Into Practice – Data Leadership – Bridge

After a review of the resources outlined for the Data Leadership competency, Bridge skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset 
1. In the CALPADS User Manual, under Functionality Map > Online Maintenance, locate each of the files you will be required to submit during the collection, and open them in separate tabs. 
2. Read and analyze each page of the CALPADS User Manual containing guidance on the files submitted in the current or upcoming data collection, determining the departments that know and provide the information contained in the file type. 
3. Create a list of departments involved in the current or upcoming data collection. 
Learner Skillset
1. Complete the tasks in the above level.
2. Create a contact list for the current or upcoming data collection. List all departments involved in the current or upcoming data collection. For each department, locate a point of contact, and list name and contact information for each point of contact for each department. 
3. Create an introductory email template you can utilize to initiate cross-departmental collaboration around CALPADS work that you can utilizing when reaching out to various departments. 
Practitioner Skillset 
1. Complete the tasks in the above level.
2. Download the CALPADS submission checklist for the current or upcoming data collection. Determine tasks performed by each department. 
3. Create an introductory email template you can utilize to initiate cross-departmental collaboration around CALPADS work that you can utilizing when reaching out to various departments. When catering the template to points of contact, include tasks performed by that department from the submission checklist, and relevant timelines. 
4. Create a CALPADS working group for the data submission. Email all points of contact in all departments for a meeting to discuss roles and responsibilities, tasks, and reports in the current or upcoming data collection. 

Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

[bookmark: _2.2_Develop]2.2 Develop
Initiates and organizes data education/literacy within the LEA. Can articulate/educate importance of data quality and integrity. 

Creating a Data Culture (part 2): Broadening Data Skills
Author: Deloitte US
Format: Video
Length: 4:08 min

This video from Deloitte US focuses on broadening data skills through an entire organization, including establishing data savviness, why broad data skills are important, basic data literacy, and primary research. 

Developing Data Literacy Skills in Our Learners 
Author: Anne Robertson, University of Edinburgh 
Format: Video
Length: 53:44 minutes

This video facilitated by Anne Robertson from the University of Edinburgh provides a list of data literacy skills essential to successful data management and means for developing these skills. The video is intended to teach educators how to develop data skills in their advanced students, and many of the principles and tools provided will also help to develop data literacy skills in new data coordinators. Particular attention should be paid to the following topics:

· Finding Meaning in Data (8:41 – 13:38)
· Layers of Data (16:42 – 17:23)
· Official Data (26:14 – 29:14)
· Data Citizenship (42:27 – 43:42)
· Data Science Skills (43:45 – 50:10)

A review of each of these sections, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Data Leadership competency, develop skill.

Next Steps – Put Into Practice – Data Leadership – Develop

After a review of the resources outlined for the Data Leadership competency, Develop skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset 
1. Determine the file type in the current or most recent CALPADS data collection that you are the most confident in populating and submitting accurately and completely. 
2. Create a job aid that would assist another data coordinator in populating and submitting the file type you’ve determined in step 1 for the first time. In this job aid, include a flow chart describing internal and CALPADS processes, the kind and sources of necessary information, and the departments and staff involved. 
Learner Skillset
1. Complete the tasks in the above level.
2. Show these two documents to a colleague outside of education data management, and determine whether they are able to understand the directions and follow if necessary. 
3. Create a checklist that will allow data coordinators to ensure that a given document or communication satisfied CALPADS confidentiality and security standards. 
Practitioner Skillset 
1. Determine the file types involved the current or most recent CALPADS data collection.
2. Create a short desk manual for this data collection. Create a job aid for each file type submitted, that would allow or assist another data coordinator in populating and submitting each file type. Include flow charts describing internal and CALPADS processes, the kind and sources of necessary information, and the departments and staff involved in each file type. 
3. Finalize your desk manual by creating a checklist that will allow data coordinators to ensure that a given document or communication satisfied CALPADS confidentiality and security standards. 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

[bookmark: _2.3_Model]2.3 Model
Competent in designing, developing, and applying data management principles. Implements practices to become data driven. 

Creating a Data Culture (Part 3): Demonstrating Value
Author: Deloitte US
Format: Video
Length: 3:17 min

This video from Deloitte US explains the importance of leaders seeing data as a priority, and methods of demonstrating data as a priority to their team.

Why Everyone on your Leadership Team Needs Data Skills
Author: The Strategy and Leadership Podcast
Format: Video
Length: 25:57

This video from The Strategy and Leadership Podcast describes the data skills that all leaders should possess competency in, and pushes back against the idea that data is the function of a staff position. Particular attention should be paid to the following topics:

· Why Leaders Need to Develop Data Skills (3:09 – 7:02)
· The Upside of Investing in Data Capability (7:03 – 10:04)
· The Fundamentals of Data Skills: Data Literacy (10:04 – 12:56)
· The reality of learning and training (18:58 – 21:23)

A review of each of these sections, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Data Leadership competency, model skill.


Next Steps – Put Into Practice – Data Leadership – Model

After a review of the resources outlined for the Data Leadership competency, Model skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset 
1. Locate and open the agenda for a recent or upcoming team meeting at your LEA. Locate agenda items during which staff are asked for information or input, as well as points at which leaders will or have made a decision. 
2. Ask yourself: How can I use data from CALPADS, my local SIS, or other sources to better inform leadership and decision-making? 
Learner Skillset
1. Complete the tasks in the above level.
2. Create a dashboard of charts, graphs, and other data visualizations which make apparent and clear the data points and information which would positively impact decision-making. 
Practitioner Skillset 
1. Complete the tasks in the above level.
2. Create a communication plan that can be followed annually, in which regular or cyclical items from other departments receive input from data prior to decision and action. 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

[bookmark: _2.4_Cultivate]2.4 Cultivate
Build process to support positive data culture - makes sure environment has equitable training, accessible resources 

[Forthcoming] A Leadership Framework for Data Management
Author: CSIS
Format: Video
Length:

In this video from CSIS, a conceptual leadership framework is provided for viewing data as an asset, and guidance is provided for leaders regarding roles, processes, and tools that will help to promote a strong data culture, and ensure decisions are driven by clean reliable data that represents trusted information.  

Creating a Data Culture (part 4): Determining What Works
Author: Deloitte US
Format: Video
Length: 3:56 min

This video from Deloitte US explains the importance of experimenting with data practices to discover what works best for your organization. Included are considerations for how to cater processes to local considerations. 

Next Steps – Put Into Practice – Data Leadership – Cultivate

After a review of the resources outlined for the Data Leadership competency, Cultivate skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. In the CALPADS User Manual, Reporting Roadmap page for a current or upcoming data collection, determine the files you will be required to submit during the collection. 
2. In the CALPADS User Manual, under Functionality Map > Online Maintenance, locate each of the files you will be required to submit during the collection, and open them in separate tabs. 
3. Read and analyze each page of the CALPADS User Manual containing guidance on the files submitted in the current or upcoming data collection, and identify business needs for the data collection: what data and information will be needed? What activities will need to be performed? What internal goals do you have with the data?	
4. Determine who will be responsible for the data, activities, and monitoring of progress towards goals from step 3, and outline roles and responsibilities. 
Learner Skillset
1. Complete the tasks in the above level.
2. Create a schedule or timeline for the data collection, including due dates for activities and tasks which line up with the CALPADS deadlines and reporting milestones, while taking local factors into account. 
Practitioner Skillset 
1. Complete the tasks in the above level.
2. Identify a process or procedure that have led to successful data management in CALPADS in past submissions. Write a job aid which provides clear instructions for navigating through this process, which can be used by your data team to ensure successful certification. 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

[bookmark: _2.5_Evolve]2.5 Evolve
Proactively prepares the org for new or changed data collections. Understands and anticipates how change to business rules and/or system functionality will impact local processes. Integrates diverse information into defined, organized messages. 

Preparing for the Future of Data Governance in 2023
Author: The Data Governor
Format: Video
Length: 4:22 min

This video from The Data Governor explores the future of data governance discussing key topics such as data privacy and security, the use of AI and machine learning, the impact of regulations like the GDPR and CCPA, and other significant trends that will shape the future of data governance.


8 Ways to Manage Teams Through Change
Author: Enhance.Training
Format: Video
Length: 15:08

This video from Enhance Training provides eight strategies for change management to leaders. The eight strategies are: communicate early and clearly, share what you know, agree on an end goal, create a plan, assign responsibilities to individuals, coach and mentor, hold team members to account, and protect your team. 

Leading Change
Author: CDE
Format: Video
Length: 4:55 min

This video from CDE provides change management guidance for LEA leadership which can be implemented in the evolving environment of CALPADS. 

Next Steps – Put Into Practice – Data Leadership – Evolve

After a review of the resources outlined for the Data Leadership competency, Evolve skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset 
1. On the CDE Webpage for CALPADS communications, review the CALPADS flashes and locate a flash announcing or providing information on an upcoming change (e.g., CALPADS Flash #221). If there are no flashes announcing upcoming changes, locate a flash message communicating a past change.  
2. Determine the reporting implications of the change. What records are affected by the change, and what fields within records will be populated differently after the change occurs? 
3. Determine which other departments or staff are impacted by the change. Draft a communications plan ensure the relevant staff in the appropriate departments know of the change and its impacts to CALPADS. 
Learner Skillset
4. Complete the tasks in the above level.
5. Draft a communications plan ensure the relevant staff in the appropriate departments know of the change and its impacts to CALPADS. In this communication, relay information on how you are updating your own processes. Execute the communication plan. 
Practitioner Skillset 
6. Complete the tasks in the above level.
7. Draft an additional communication plan for external stakeholders regarding the CALPADS change, and your commitments and expectations during the time of change. 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

[bookmark: _3.0_Manage_and]

3.0 Manage and Maintain Data
Organize, refine, validate, and maintain agency data. 


Figure 10 - Manage and Maintain Data Resources
Introductory Resources

Ways to Ensure Data Integrity | Google Data Analytics Certificate
Author: Google Data Analytics 
Format: Video
Length: 33:23

This video from Google Data Analytics provides methods and tools for ensuring data integrity. Particular attention should be paid to the following sections: 

· Why Data Integrity is so Important (4:22 – 7:14)
· Dealing with Insufficient Data (10:31 – 14:23)
· Reliable Data (27:40 – 33:23)

A review of these sections in conjunction with implementation of the concepts contained therein will help LEAs to provide a foundational understanding of data integrity, and the manage and maintain data CALPADS competency. 


Data Maintenance vs. Data Cleansing: What's the Difference?
Author: Indeed
Format: Article


This article from indeed provides an explanation of the distinction between data maintenance and data cleansing and provides best practices for both maintaining and cleansing data. A review of this resource and translation into the CALPADS space will help LEAs to better understand functions to be performed during data population, as distinguished from functions to be performed during reporting and certification. This will in turn develop the manage and maintain data CALPADS competency. 

[bookmark: _3.1_Resources]3.1 Originate
Map where the data lives within the local SIS and how it’s collected locally (e.g., Enrollment Form, Home Langauge Survey). Document local practices to capture local data.

Originating Specific Data Sets
Training and Guidance on local data sources for English learners, homeless, and foster youth in CALPADS.  

English Language Acquisition
Training and guidance on sources for English Language Acquisition status in CALPADS. 

Data Population: Student English Language Acquisition – Module A – Overview
Author: CSIS
Format: Video
Length: 13:19

This video from CSIS provides guidance and training on the process of initially identifying a student’s EL status and identifying initial ELPAC eligible students (9:21 – 10:59). 

Homeless Data 
Training and guidance on sources for Homeless Data in CALPADS. 

Data and Donuts – April 23, 2023
Author: CSIS – Nathaniel Holmes; Aeries – Kathy Kelly
Format: PDF - Presentation Slides 
Length: 10 slides

Slides 12-21 of the April 23, 2023 Data and Donuts session provides background information and guidance regarding reporting homeless data in CALPADS. 

Foster Youth 
Training and guidance on data sources for Foster Youth in CALPADS. 

Foster Youth Data in CALPADS
Author: CSIS 
Format: Video
Length: 32:09 minutes

This video from CSIS provides an explanation of foster youth data in CALPADS, how foster youth are defined and identified under LCFF, recommendation for local coordination for serving foster students, and issues for LEAs to consider wen using foster data. 

Foster Youth Local Match in CALPADS
Author: CSIS
Format: Video
Length: 5:24

This video from CSIS demonstrates how to report local foster matches in CALPADS for foster youth that were not identified by the automatic match done between CALPADS and the California Department of Social Services (CDSS). 

Free and Reduced Priced Meal (FRPM) Eligibility
Training and guidance on sources for Free and Reduced Priced Meal (FRPM) Eligibility data in CALPADS. 

Alternative Income Forms
Author: CDE
Format: Webpage
This website from CDE provides background information and tools for LEAs to utilize with regards to determining for Free and Reduced Price Meal (FRPM) eligibility for the Local Control Funding Formula (LCFF) using Alternative Income Forms. 

Next Steps – Put Into Practice – Manage & Maintain – Originate
After a review of the resources outlined for the Manage and Maintain Data competency, Originate skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Next Steps – Put Into Practice – Manage & Maintain – Originate

After a review of the resources outlined for the Manage and Maintain Data competency, Originate skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. In your local system, locate the most recent Alternative Income Forms distributed and collected by your LEA.
2. On the CDE webpage for Alternative Income Forms, locate the table containing 5 template forms that you are able to download and utilize in determining Free and Reduced Price Meal (FRPM) Eligibility. 
3. Read the “Information” column of each template to determine both the quantity and quality of data each template will collect. Ask yourself the question: Do any of these templates collect information in a way that is more beneficial for my LEA than the template used last AY?
Learner Skillset
1. Complete the tasks in the above level.
2. Determine the local considerations your LEA should take with regards to the Alternative Income Form and FRPM eligibility. Will you be collecting the minimum information required, or collecting additional information? How will you collect and record parent income information (income range, annual income amount)? Will you collect information on household size?
3. Download the Alternative Income Form Template that best fits your LEA based on local considerations in Step 2. Make changes to the template based on local considerations. 
4. In CALPADS, download the Student Program File (SPRG) Template. For each field on the template, determine where in the Alternative Income Form you will derive the data point, or whether it is derived from another source at your LEA. If another source, determine the source.  
Practitioner Skillset 
1. Complete the tasks in the above level.
2. Determine where you will input the data from the Alternative Income Form into your local SIS. Answer the questions for yourself: What will I need to do to translate the responses on the Alternative Income Survey into data points in the local SIS? 
3. In CALPADS, download the Student Program File (SPRG) Template. For each field on the template, determine where in the Alternative Income Form you will derive the data point, or whether it is derived from another source at your LEA. If another source, determine the source.  
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 


[bookmark: _3.2_Resources]
[bookmark: _3.3_Resources]3.2 Codify
Establish local practices to capture consistent, timely and reliable data. Proactively conduct periodic data quality checks.
 
Data Coordinator and CALPADS 
Author: CSIS, Nate Holmes
Format: Video
Time: 5:22 minutes

This video from CSIS provides an explanation of the alignment of CALPADS work to specific competencies and skills. This will assist LEA Administrators in developing a data culture and assist district administrators identify qualities in staff that lend themselves to successful CALPADS reporting. This will in turn help to develop local practices and data quality checks, and in doing so help LEAs to develop the  Manage and Maintain Data  competency, Codify skill. 

How to Report Your Clean Data 
Author: Google Career Certificates
Format:
Time: 28:33

This video from Google provides guidance and resources on verifying clean data and reporting on data integrity. Strategies for reporting clean data include: 

· Checking Outputs and Expectations (3:43 – 8:40)
· Using Change Logs (16:38 – 22:36)
· Documentation (22:37 – 26:01)
· Data Cleaning Insights (26:02 – 28:33)
· 
A review of these sections and implementation of the concepts contained therein will assist LEAs in developing the manage and maintain data competency, codify skill. 

PRACTICAL RESEARCH 2 - Data Collection Procedure
Author: Teacher Rose Lyn
Format: Video 
Length: 15:19

This video provides guidance on drafting a data collection procedure, including tools and methods for data collection and validation. 


Next Steps – Put Into Practice – Manage & Maintain – Codify

After a review of the resources outlined for the Manage and Maintain Data competency, Codify skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset 
1. Determine the processes currently in place at your LEA with regards to determining completeness and reasonability of data in CALPADS. Create a document listing these processes. 
2. In CALPADS, pull up report 8.2 – Socio-Economically Disadvantaged – Student List. 
3. Ask yourself: is report 8.2 – Socio-Economically Disadvantaged – Student List accurate for my LEA? What processes will I use to both determine and ensure the data in Report 8.2 is accurate and complete? 
Learner Skillset
1. Complete the tasks in the above level.
2. If modification of records is required based on inaccuracies in report 8.2 – Socio-Economically Disadvantaged – Student List, begin a change log which captures all modifications or updates made. Continue to utilize the change log for all actions taken in CALPADS. 
Practitioner Skillset 
1. Complete the tasks in the above level.
2. Try your hand at creating a guidance document for yourself and other data coordinators. In this document, list all processes involved in ensuring high quality, accurate, and reliable socio-economically disadvantaged data present on Report 8.2. Include as much detail as possible in your guidance. 
3. Determine the effectiveness of your guidance document – send it to a colleague and determine whether they can understand and follow your document without additional support. 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset

Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
[bookmark: _3.4_Resources]3.3 Refine
Extract imperfect data. Finds and corrects data problems and discrepancies in data systems. Manipulate data extracts to affect specific data sets or error resolution. 

CALPADS Basics: Extract Functionality
Author: CSIS, Nathaniel Holmes
Format: Video
Length: 6:56 minutes

This video from CSIS provides guidance to LEA regarding how system users can download data from CALPADS in the form of Extracts. This training covers system functionality, file specifications, business rules, and best practices for CALPADS extracts, and contains a walk-through of the request and download process for existing extracts. 

Excel Quick Tip: A Trick for Finding Inconsistent Data 
Author: GCFLearnFree
Format: Video
Length: 1:50 minutes

This video demonstrates a method of locating inconsistent data using Microsoft Excel. The method outlined can be applied with CALPADS data in order to ensure consistency. 

Next Steps – Put Into Practice – Manage & Maintain – Refine

After a review of the resources outlined for the Manage and Maintain Data competency, Refine skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. Download the SSID Extract from CALPADS, using a date range than reflects the first day of school and the last day of school at your LEA. 
2. In your local student information system, generate an extract or report which shows student enrollment data for the current academic year.
3. Compare data in the CALPADS SSID extract to student enrollment data in your local SIS. Do all SSID’s match? Are there any discrepancies between data in CALPADS and data in the local SIS? 
Learner Skillset
1. Download the SSID Extract from CALPADS, using a date range than reflects the first day of school and the last day of school at your LEA. 
2. Using the method outlined in the GCFLearnFree resource provided for the Refine skill, use Excel to locate data inconsistencies in the SSID extract. 
3. Determine the values that must be populated in order to ensure all data in the SSID extract is consistent. Make updates to CALPADS records to remove inconsistencies. 
Practitioner Skillset 
1. Download the SSID Extract from CALPADS, using a date range than reflects the first day of school and the last day of school at your LEA. 
2. Using the method outlined in the GCFLearnFree resource provided for the Refine skill, use Excel to locate data inconsistencies in the SSID extract. 
3. Determine the values that must be populated in order to ensure all data in the SSID extract is consistent. Make updates to CALPADS records to remove inconsistencies. 
4. Reconcile data in CALPADS with Data in your local SIS using the CALPADS SSID extract. Use the CALPADS Extract Specifications document on the CDE webpage for CALPADS system documentation for guidance. 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 




[bookmark: _3.5_Resources]3.4 Inspect
Apply quality control, quality assurance methods and techniques. 
 
CALPADS Basics: Reports Functionality
Author: CSIS, Nathaniel Holmes
Format: Video Playlist
Length: 7:50 minutes

This video playlist from CSIS provides guidance on utilizing CALPADS reports, including navigation and system functionality, business rules, and best practices for CALPADS reports. It contains a walkthrough of various documentation resources that will assist LEAs in utilizing CALPADS reports. 
7 Principles Of Data Quality Management 
Author: Lights OnData
Format: Video
Length: 5:42 minutes

This video from Lights OnData provides a clear statement of axioms and standards that can be used as a foundation guiding an organization's data quality management.


Next Steps – Put Into Practice – Manage & Maintain – Inspect

After a review of the resources outlined for the Manage and Maintain Data competency, Inspect skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. In CALPADS, download a .xlsx version of report 1.1 – Enrollment – Primary and Short Term Enrollment Count by Subgroup. 
2. Pull up the CALPADS User Manual, Report Roadmaps page for ODS Report 1.1 – Enrollment – primary and Short Term Enrollment Count by Subgroup. Review the description and Data as Of sections of the report roadmap.
3. Review the Basic Selection Criteria of the User Manual, Report Roadmaps page for ODS Report 1.1 – Enrollment – Primary and Short-Term Enrollment Count by Subgroup. Determine which students at your LEA should appear on the report, and which students should not. 
4. Compare Report 1.1 - Basic Selection Criteria of the Enrollment – Primary and Short Term Enrollment Count by Subgroup, to the Report Roadmaps page, Basic Selection Criteria section for the report. Determine whether all students who should be included on the report based on the selection criteria are included in the report. 
Learner Skillset
1. Complete the tasks in the above level.
2. If any students fulfill the basic criteria of inclusion on Report 1.1 - Primary and Short-Term Enrollment Count by Subgroup, confirm that all records in CALPADS and your local student information system correctly reflect data used as criteria in the report. Correct all discrepant data. 
Practitioner Skillset 
1. Complete the tasks in the above level. 
2. Download ODS Extract 1.2 – Primary and Short-term Enrollment – Student List. Use this extract to reconcile CALPADS with your local student information system.  
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

[bookmark: _4.0_Data_Literacy]4.0 CALPADS Literacy 
Knowledge of CALPADS system documentation, resources, reports, and data sources. The ability to navigate and use documentation and reports to locate answers and insights.


Figure 11 - CALPADS Literacy Resources

[bookmark: _3.1_Source]Introductory Resources

Developing a Data Literacy Program for your Organization
Author: Paramita (Guha) Ghosh at Dataversity
Format: Article
Length: 1700 words

This article from Dataversity provides a foundational explanation of the need for data literacy and data literacy programs in professional organizations, including sections on data literacy drivers and needs, benefits, and a step-by-step process for implementing a data literacy program. 
A review of this article, in conjunction with application and implementation of the concepts contained therein in the CALPADS context, will provide a primer for LEAs to develop the CALPADS Literacy competency.

Why Everyone Should be Data Literate
Author: Jordan Morrow (TedTalks)
Format: Video
Length: 12:35 minutes


This Ted Talk from Jordan Morrow communicates the importance of CALPADS Literacy. It contains guidance and tips for the following topics:

· CALPADS Literacy (3:45 – 4:50)
· Reading Data (4:51 – 6:06)
· Working with Data (6:07 – 7:09)
· Analyzing Data (7:10 – 8:35)
· Argumentation  (8:36 – 9:51)

A review of each of these sections, in conjunction with implementation of the concepts contained therein, will provide a primer for LEAs to develop the CALPADS Literacy competency.
Study Hall: Data Literacy 
Author: Arizona State University - Jessica Pucci
Format: Episodic Video Playlist
Length: 11:00 average episode 

Stay up to date on data culture and best practices around Data Literacy in this episodic YouTube playlist from Arizona State University. This episodic series will work to develop your ability to:

· Define foundational data concepts
· Explore different methods for visualizing data
· Analyze data to make decisions
· Recognize ethical issues that can occur when collecting and interpreting data

A review of this playlist and periodic check for updated information and practices will provide and maintain a foundational basis for the Data Literacy competency. 
4.1 Source
Identify the source data systems. Familiar with relationships to other data ecosystems. Describe data workflow into other systems.  

CALPADS State Reporting Overview
Author: CSIS 
Format: Video Playlist
Length:  Total Time – 32 minutes, 50 seconds
· Module A – 8:55 minutes
· Module B – 6:38 minutes
· Module C – 2:05 minutes
· Module D – 5:04 minutes
· Module E – 5:51 minutes
· Module F – 4:17 minutes


This video playlist from CSIS provides an overview of the Statewide Education Systems and describes the CALPADS data collections and how the other systems link to CALPADS. The session also describes best practices for the data management team and data security.

Sourcing Specific Systems
Training and Guidance on source systems for CAASPP/ELPAC, Direct Certification, Teacher Assignment Monitoring, Foster Youth Data, CARS, and SARC

· 2022–23 New LEA CAASPP/ELPAC Coordinator Trainings
Author: CAASPP &ELPAC
Format: Video Playlist
Length:  Total Time – 05:40:03 hours
· July 2022 (a) – 1:00:02 hours
· July 2022 (b) – 59:17 minutes
· September 2022 – 59:21 minutes
· October 2022 – 43:04 minutes
· February 2023 – 1:01:02 hours
· April 2023 – 56:59 minutes

This video playlist from CAASPP & ELPAC offers new coordinators and experienced coordinators looking for a refresher, a review of upcoming checklist tasks, deep dives into assessment topics, and an opportunity to ask questions.

· CDE Direct Certification Webinar
Author: CDE Nutrition Programs
Format: Video Playlist
Length:  46 minutes, 10 seconds
· The Basics – 12:46 minutes
· Best Practices – 15:37 minutes
· Medicaid – 8:24 minutes
· Verification Collection Report – 9:23 minutes 

This session provides an overview of the Direct Certification process which includes relevant CALPADS data, matching process with the DHHS database, qualifying rules.   

· Teacher Assignment Monitoring Playlist
Author: CDE
Format: Video Playlist
Length:  Total Time – 1:17:52 hours
· Overview – 20:49 minutes
· Legal, OOF, Ineffective – 13:34 minutes
· Full Time/Ind. Counts – 6:35 minutes
· Incomplete, N/A, Unknown – 12:53 minutes
· LCAP and Accountability – 24:01 minutes

Video episodes for the Teacher Assignment Monitoring Outcome (TAMO) Data and Reports by the California Department of Education.

· Foster Youth Data in CALPADS
Author: CSIS 
Format: Video
Length:  32:09 minutes

This session covers foster youth data in CALPADS, how foster youth are defined and identified under LCFF, recommendations for local coordination for serving foster students, and issues for LEAs to consider when using foster data.
Topics include:

- Why Foster in CALPADS
- How CALPADS Foster Data are Used
- Foster Youth Definition & Status Type
- Foster Youth Identification
- Reports
- Local Coordination and Considerations
- Resources

· Consolidated Application and Reporting System
Author: CDE
Format: Webpage

This CDE webpage provides functionality navigation, business rules, and other guidance and information for the Consolidated Application and Reporting System (CARS). CARS is a data collection system to apply for Categorical Program Funding and to report on the use of those funds. 

· School Accountability Report Card (SARC)
Author: CDE
Format: Webpage

This CDE webpage provides information on the School Accountability Report Card (SARC) for the general public and for SARC coordinators. It also contains helpful background information relate to SARC. California public & nonpublic, nonsectarian schools annually provide information to the community to allow public comparison of schools for student achievement, environment, resources & demographics, captured in SARC data.

Federal Data Resources
Author: CDE
Format: Webpage

The Federal Data Resources webpage from the CDE provides information about data collected and publicly reported by the United States Department of Eduction, including information provided by the National Center for Educational Statistics (NCES) and the Civil Rights Data Collection CRDC). It includes sections on Data Collected, Reports and Tools, and Other Resources. 

Next Steps – Put Into Practice – CALPADS Literacy – Source
After a review of the resources outlined for the CALPADS Literacy competency, Source skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset 
1. Be aware of basic CALPADS resources and training opportunities.
2. Cognizant of deadlines and milestones.
3. Have basic knowledge on how to use different CALPADS documentation.
4. Ability to contact CALPADS and Vendor support.

Learner Skillset
1. Be aware of basic CALPADS resources and training opportunities.
2. Cognizant of deadlines and milestones.
3. Have basic knowledge on how to use different CALPADS documentation.
4. Ability to contact CALPADS and Vendor support.
	5. Awareness of data privacy and confidentiality rules.

Practitioner Skillset 
1. Be aware of basic CALPADS resources and training opportunities.
2. Cognizant of deadlines and milestones.
3. Have basic knowledge on how to use different CALPADS documentation.
4. Ability to contact CALPADS and Vendor support.
	5. Awareness of data privacy and confidentiality rules.
	6. 6. Ability to locate multiple sources of reference when understanding concept or troubleshoot issues.

Experienced Practitioner Skillset
1. Be aware of basic CALPADS resources and training opportunities.
2. Cognizant of deadlines and milestones.
3. Have basic knowledge on how to use different CALPADS documentation.
4. Ability to contact CALPADS and Vendor support.
	5. Awareness of data privacy and confidentiality rules.
	6. Ability to locate multiple sources of reference when understanding concept or troubleshoot issues.
	7. Build local resource tools for data collection reference.

Instructor Skillset
1. Be aware of basic CALPADS resources and training opportunities.
2. Cognizant of deadlines and milestones.
3. Have basic knowledge on how to use different CALPADS documentation.
4. Ability to contact CALPADS and Vendor support.
	5. Awareness of data privacy and confidentiality rules.
	6. Ability to locate multiple sources of reference when understanding concept or troubleshoot issues.
	7. Build local resource tools for data collection reference.
	8. Share tools and wealth of knowledge with the CALPADS community.


[bookmark: _3.2_Process]4.2 Process
Map data within SIS and understand local methods for data collection (e.g. Enrollment form, Home Language survey). Collaborate with local educational stakeholders to support ongoing data operations. Precisely enter data into data systems. Find and correct errors and discrepancies in data systems.  

Submission Specific Processes
Guidance on the submission process for the Fall 1-2 and EOY 1-4 data collections. 

Fall 1 Reporting and Certification Training Playlist
Author: CSIS Training Channel
Format: Video Playlist
Length: Total Time – 2 hours, 18 minutes, 29 seconds
· Module A – 9:29 minutes
· Module B – 5:48 minutes
· Module C – 41:31 minutes
· Module D – 45:12 minutes
· Module E – 27:12 minutes
· Module F – 9:17 minutes


This video playlist from CSIS provides an overview of the CALPADS reporting and certification process for the Fall 1 data collection, including best practices and tools. The video is a recorded version of the live CALPADS Fall 1 training in the 2022-2023 school year.  

Fall 2 Reporting and Certification Training Playlist
Author: CSIS Training Channel
Format: Video Playlist
Length: Total Time – 1 hour, 45 minutes, 15 seconds
· Module A – 15:28 minutes
· Module B –  19:14 minutes
· Module C –  13:54 minutes
· Module D – 11:09 minutes
· Module E – 25:42 minutes
· Module F – 20:05 minutes
· Module G – 9:42 minutes 

This video playlist from CSIS provides an overview of the CALPADS reporting and certification process for the Fall 2 data collection, including best practices and tools. The video is a recorded version of the live CALPADS Fall 1 training in the 2022-2023 school year.  

EOY Advanced Report and Certification Training Playlist 
Author: CSIS Training Channel
Format: Video Playlist
Length: Total Time – 55:15 minutes
· Module A – 10:51 minutes
· Module B – 10:47 minutes
· Module C – 19:17 minutes
· Module D – 3:10 minutes
· Module E – 11:10 minutes

This video playlist from CSIS provides an advanced overview of the CALPADS reporting and certification process for the EOY data collections, including best practices and tools for EOY 1, EOY 2, EOY 3, and EOY 4. The video is a recorded version of the live CALPADS EOY Reporting and Certifications trainings in the 2021-2022 school year.  



Next Steps – Put Into Practice – CALPADS Literacy – Process
After a review of the resources outlined for the Manage and Maintain Data competency, Process skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. Identify local/external sources of data. 
2. Identify sources of data in local SIS and map it to CALPADS field.  
3. Knowledge of different file types required for each submission
Learner Skillset
1. Identify local/external sources of data. 
2. Identify sources of data in local SIS and map it to CALPADS field.  
3. Knowledge of different file types required for each submission
4. Knowledge of sequence of submission.
5. Knowledge of data matching processes and schedules.

Practitioner Skillset 
1. Identify local/external sources of data. 
2. Identify sources of data in local SIS and map it to CALPADS field.  
3. Knowledge of different file types required for each submission
4. Knowledge of sequence of submission.
5. Knowledge of data matching processes and schedules.
6. Ability to proactively submit data in anticipation of submission and certification timelines.

Experienced Practitioner Skillset
1. Identify local/external sources of data. 
2. Identify sources of data in local SIS and map it to CALPADS field.  
3. Knowledge of different file types required for each submission
4. Knowledge of sequence of submission.
5. Knowledge of data matching processes and schedules.
6. Ability to proactively submit data in anticipation of submission and certification timelines.
7. Completes data submission with ease.

Instructor Skillset
1. Identify local/external sources of data. 
2. Identify sources of data in local SIS and map it to CALPADS field.  
3. Knowledge of different file types required for each submission
4. Knowledge of sequence of submission.
5. Knowledge of data matching processes and schedules.
6. Ability to proactively submit data in anticipation of submission and certification timelines.
7. Completes data submission with ease.
8. Launch procedures to aid local data collection.



[bookmark: _3.3_Organize]4.3 Organize
Apply quality control methods and techniques. Clean and prepare data for CALPADS. Methodically coordinate data assets with attention to detail.  

CALPADS System Documentation
Author: CSIS, Matt Clark 
Format: Video Playlist
Length: Total - 1 hour, 0 minutes, 3 seconds 
· Module A – 7:58 minutes
· Module B – 12:28 minutes
· Module C – 9:25 minutes
· Module D – 9:14 minutes
· Module E – 8:18 minutes
· Module F – 2:54 minutes
· Error List – 9:36 minutes

This course familiarizes users with CALPADS system documentation to utilize during data population and troubleshooting, including: CFS, Code Sets, Valid Code Combos, Extract Specifications and the Error List. Proficient use of these documents is necessary for successful data population, error resolution, and snapshot certification in CALPADS. 


Navigating SEIS - Best practices for CALPADS Reporting, Data Integration
Author: Small School District Association 
Format: Video
Length: 65 mins

This video from the SSDA provides a review of best practices for districts to complete the End of Year CALPADS reporting process and review the nightly Integration feature. Student transfers from out of state and non-SEIS districts are covered, SEIS to CALPADS functionality, and the SEIS E-signature tool. 

Next Steps – Put Into Practice – CALPADS Literacy – Organize
After a review of the resources outlined for the CALPADS Literacy competency, Organize skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset 
	1. Curate basic training resources and documentation for personal reference.
2. Set goals based on CALPADS submission requirements and timelines.

Learner Skillset
	1. Curate basic training resources and documentation for personal reference.
2. Set goals based on CALPADS submission requirements and timelines.
3. Identify local personnel and systems involved in the data collection process.

Practitioner Skillset 
	1. Curate basic training resources and documentation for personal reference.
2. Set goals based on CALPADS submission requirements and timelines.
3. Identify local personnel and systems involved in the data collection process.
4. Identifies interdependencies between local data systems, statewide reporting systems, and accountability.

Experienced Practitioner Skillset
	1. Curate basic training resources and documentation for personal reference.
2. Set goals based on CALPADS submission requirements and timelines.
3. Identify local personnel and systems involved in the data collection process.
4. Identifies interdependencies between local data systems, statewide reporting systems, and accountability.
5. Build, catalogue and distribute local and CALPADS training resources to appropriate data stakeholders.

Instructor Skillset
1. Curate basic training resources and documentation for personal reference.
2. Set goals based on CALPADS submission requirements and timelines.
3. Identify local personnel and systems involved in the data collection process.
4. Identifies interdependencies between local data systems, statewide reporting systems, and accountability.
5. Build, catalogue and distribute local and CALPADS training resources to appropriate data stakeholders.
6. Share and collaborate training resource and workflow tools with other districts 

[bookmark: _3.4_Practice]4.4 Practice
Establish, document, and follow local practices to capture consistent, timely and reliable data. Proactively and consistently access CALPADS resources for current CALPADS Literacy. 

CALPADS FRPM Data Collection: Required Forms for Schools
Author: Fresno County Supt. Of Schools
Format: Job Aid
Length: 1 page

This job aid from the Fresno County Superintendent of Schools will help LEAs to determine how and when to collect and report data for the Free and Reduced Price Mean Program as part of AB 130 and the the California Universal Meals Program. Following the guidance of this job aid will ensure use of the practice skill when reporting FRPM in CALPADS and can be modeled in other CALPADS areas. 

CALPADS Multiple English Learner (EL) Education Services Report Hierarchy
Author: San Diego COE
Format: Job Aid
Length: 1 Page

This job aid from the San Diego County Office of Education will help LEAs to understand and following the CALPADS multiple English learner (EL) services report hierarchy. Following the guidance of this job aid will ensure use of the practice skill when reporting multiple EL educational services in CALPADS which can be modeled in other CALPADS areas. 



Next Steps – Put Into Practice – CALPADS Literacy – Practice
After a review of the resources outlined for the CALPADS Literacy competency, Practice skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. Follow CALPADS best practices and strategies prescribed in training and submission roadmap.
2. Identify and adhere to suggested CALPADS submission timelines.
3. Bookmark CALPADS resources and training videos.

Learner Skillset
	1. Adjust best practices and strategies based on workload in addition to CALPADS work.
2. Identify and adhere to suggested CALPADS submission timelines.
3. Bookmark CALPADS resources and training videos.

Practitioner Skillset 
1. Adjust best practices and strategies based on workload in addition to CALPADS work.
2. Identify and adhere to suggested CALPADS submission timelines.
3. Build, catalogue and distribute local and CALPADS training resources to appropriate data stakeholders.

Experienced Practitioner Skillset
1. Adjust best practices and strategies based on workload in addition to CALPADS work.
2. Identify and adhere to suggested CALPADS submission timelines.
3. Build, catalogue and distribute local and CALPADS training resources to appropriate data stakeholders.
4. Establish annual review of local training resources to continuously update data stakeholders and maintain proper compliance.

Instructor Skillset
1. Adjust best practices and strategies based on workload in addition to CALPADS work.
2. Identify and adhere to suggested CALPADS submission timelines.
3. Build, catalogue and distribute local and CALPADS training resources to appropriate data stakeholders.
4. Establish annual review of local training resources to continuously update data stakeholders and maintain proper compliance.
5. Collaborate with neighboring districts, SELPA and county to establish a singular pipeline of resources, strategies and best practices.
	
4.5 Interpret
Ability to read, work, analyze, and argue with data and relate/map it to other state reports. 

CALPADS Basics: Reports Functionality
Author: CSIS Training Channel
Format: Video Playlist
Length: Total Time – 1 hour, 18 minutes, 12 seconds
· Module A – 7:51 minutes
· Module B – 44:09 minutes
· Module C – 22:55 minutes
· Module D – 3:17 minutes 

This video playlist from CSIS provides a walkthrough of accessing and utilizing CALPADS reports. Navigation and functionality are covered, as well as business rules and best practices. A review of this resource in conjunction with implementation of the concepts contained therein will help LEAs to develop the interpret skill by being able to access and utilize CALPADS reports. 
CA Dashboard 2022 Playlist
Author: CDE 
Format: Video Playlist
Length: Total Time – 3 hours, 30 minutes, 43 seconds
· Module A – 23:53 minutes
· Module B – 57:33 minutes
· Module C – 85:11 minutes
· Module D – 44:06 minutes


The California Department of Education hosted four webinars in November 2022 to support LEAs with the release of the 2022 Dashboard. This video playlist from CDE contains the webinar recordings along with their corresponding notetaking guide. A review of these resources will help LEAs to understand the use and destination of data contained in CALPADS reports, and in doing so will work to develop the Interpret skill. 

Dashboard Resources
Author: CDE
Format: Webpage

The Dashboard Resources webpage from CDE provides an extensive selection of resources relating to the California School Dashboard for parents, educators, and communities. A review of these resources will help LEAs to understand the use and destination of data contained in CALPADS reports, and in doing so will work to develop the Interpret skill. 


Next Steps – Put Into Practice – CALPADS Literacy – Interpret
After a review of the resources outlined for the CALPADS Literacy competency, Interpret skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset 
1. Attempt to solve data problems and understand reports by tapping on CALPADS and vendor resources and support.

Learner Skillset
1. Attempt to solve data problems and understand reports by tapping on CALPADS and vendor resources and support.
2. Analyze and interpret business rules and identify potential defects.

Practitioner Skillset 
1. Attempt to solve data problems and understand reports by tapping on CALPADS and vendor resources and support.
2. Analyze and interpret business rules and identify potential defects.
3. Understands accountability, testing and funding impacts of data sets.

Experienced Practitioner Skillset
1. Attempt to solve data problems and understand reports by tapping on CALPADS and vendor resources and support.
2. Analyze and interpret business rules and identify potential defects.
3. Understand accountability, testing and funding impacts of data sets.
4. Understands the intent and historical relevance of data sets.

Instructor Skillset
1. Attempt to solve data problems and understand reports by tapping on CALPADS and vendor resources and support.
2. Analyze and interpret business rules and identify potential defects.
3. Understands accountability, testing and funding impacts of data sets.
4. Understand the intent and historical relevance of data sets.
5. Collaborate and provide feedback to county and state think tanks on establishing better training and documentation for easier digestion and understanding of raw and aggregate data.


[bookmark: _4.0_Project_Management]5.0 Project Management 
Initiate a plan for data submission: implement a schedule, identify resources and manage/control successful outcome.


Figure 12 - Project Management Resources

Introductory Resources


Project Schedule Management Overview
Author: PMBOK, David McLauchlan 
Format: Video
Time: 10:52 minutes

This video from Project Management Book of Knowledge Video Courses provides an overview of the project scheduling management process. Particular attention should be paid to the following topics:

· Planning Schedule Management (0:45 – 1:45)
· Example Schedule Models (4:46 – 5:25)
· OnDemand Scheduling (6:46 – 9:12)
· Adaptive Approaches (9:13 – 10:52)








A review of these lessons, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Project Management competency.
[bookmark: _4.1_Plan]

5.1 Plan
Initiates a plan for data submission, understands scope of work, implement a schedule, monitor and control outcomes. Incorporate use of RACI matrix as best practice.  

CALPADS Orientation - Module - E - Key Roles and Responsibilities 
Author: CSIS
Format: Video
Length: 5:50 minutes

This orientation video explains key roles and responsibilities for CALPADS reporting, including: LEA Administrators, Data Coordinators, and Data Stewards. The key RACI matrix tool is defined and illustrative examples are provided to help utilize the RACI matrix tool. 


Data Submission Roadmaps
Calendars and milestones, checklists, Flash communications, changes, reminders, strategies, and resources to utilize when preparing for and completing specific data submissions in CALPADS. 


Fall 1 Reporting Roadmap
Author: FCMAT/CSIS
Format: Website

This User Manual webpage from CSIS provides the necessary tools in navigating through the CALPADS system and the Fall 1 reporting requirements with which you are expected to be compliant. This page will continually be updated with new content as needed.
Fall 2 Reporting Roadmap
Author: FCMAT/CSIS
Format: Website

This User Manual webpage from CSIS provides the necessary tools in navigating through the CALPADS system and the Fall 2 reporting requirements with which you are expected to be compliant. This page will continually be updated with new content as needed.

EOY Reporting Roadmap
Author: FCMAT/CSIS
Format: Website


This User Manual webpage from CSIS provides the necessary tools in navigating through the CALPADS system and the different End of Year reporting requirements with which you are expected to be compliant. This page will continually be updated with new content as needed.

Submission Specific Checklists 
Detailed checklists of submission specific data requirements and key responsibilities to facilitate the smooth certification.

Fall 1 Checklist
Author: CSIS
Format: Excel Form

This form from CSIS provides a detailed list of Fall 1 related data requirements and key responsibilities to facilitate the a smooth Fall 1 certification. It contains multiple tabs that includes the checklist and list of certification reports. LEAs may download the spreadsheet, assign staff responsibilities, and send it to the field.

Fall 2 Checklist
Author: CSIS
Format: Webpage

This form from CSIS provides a detailed list of Fall 2 related data requirements and key responsibilities to facilitate the a smooth Fall 2 certification. It contains multiple tabs that includes the checklist and list of certification reports. LEAs may download the spreadsheet, assign staff responsibilities, and send it to the field.

EOY Checklist
Author: CSIS
Format: Webpage

This form from CSIS provides a detailed list of EOY related data requirements and key responsibilities to facilitate the a smooth EOY certification. It contains multiple tabs that includes the checklist and list of certification reports. LEAs may download the spreadsheet, assign staff responsibilities, and send it to the field.

RACI Tool
Author: FCMAT/CSIS
Format: Excel Template

A template LEAs can utilize as a delegation, oversight, and accountability tool in which CALPADS tasks are compiled into a list, and staff members are labeled as responsible, accountable, consulted, or informed regarding the task. Fields are included with due dates for each task. 

Next Steps – Put Into Practice – Project Management – Plan
After a review of the resources outlined for the Project Management competency, Plan skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. Navigate to the Reporting Roadmap for a data collection that is currently open. 
2. Determine the file types you will need to submit for the current data collection.
3. Pull up the organizational chart for your LEA alongside the file types for the current data collection. 
4. Answer the questions for yourself: for each file type, what departments must be involved? Who is a good point of contact for that department?
Learner Skillset
1. Complete the tasks in the above level.
2. Create a contact list including all of the departments involved in the current data collection, with a point of contact for that department. 
Practitioner Skillset 
1. Download and open the CALPADS Submission Checklist for the data current data collection. 
2. In the CALPADS submission checklist determine both the department and point of contact that is responsible for each task listed. Place both the department and the point of contact in the “Responsible” column for that task. 
3. Create an email template you can use to distribute CALPADS tasks to responsible parties. Include a clear statement tasks and deadlines in your template. 
Experienced Practitioner Skillset
1. Complete the tasks in the above levels.
2. In your local copy of the CALPADS Submission Checklist, delete tasks not relevant to your LEA, and add new tasks that will be necessary for your LEA based on experience with previous data submissions. 
3. Transfer this list of tasks into the tasks/activities column of a RACI matrix. 
4. For each task contained, determine the departments that are responsible for the task. Do the same for departments that are accountable, consulted, and informed of the task. Include a point of contact for each department listed. 
5. Create an email template you can use to distribute CALPADS tasks to responsible and accountable parties. Include a clear statement tasks and deadlines in your template. 
Instructor Skillset
Resources for skill development at the Instructor Skillset forthcoming from CSIS. 

[bookmark: _4.2_Communicate]5.2 Communicate
Organizes meetings and disseminates information to LEA stakeholders. Consult stakeholders and hold reciprocating conversations. 

How to Build a Great Project Communications Plan
Author: Online PM Courses – Mike Clayton 
Format:
Length: 13:06 minutes

This video from Mike Clayton at Online PM Courses provides an overview of the essential elements of a project communication plan, and tools you can use to implement project communication plans.  Particular attention should be paid to the following tools:

· Communication Elements (2:18 – 8:49)
· Single Stakeholder Communication (9:13 – 12:08)

A review of these lessons, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Communicate skill.

Project Communication Plan: Key To Effective Communication In Projects
Author: ProjectManager – Jennifer Whitt 
Format: Video
Length: 5:51 minutes

In this video, Jennifer Bridges, PMP, provides an overview of essential elements of project communications planning, including the role of the project communication plan, and gives helpful insights into how you can communicate to your project executives more effectively.

Next Steps – Put Into Practice – Project Management – Communicate
After a review of the resources outlined for the Project Management competency, Communicate skill, try your hand at implementing the skills you’ve learned.
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. Navigate to the Reporting Roadmap for a data collection that is currently open. 
2. Determine the file types you will need to submit for the current data collection.
3. Pull up the organizational chart for your LEA alongside the file types for the current data collection. 
4. For each file type, determine the departments that are involved. Determine a point of contact for each department involved.
5. Create a contact list for the current data collection. Include all departments, with a point of contact for each department, for all file types submitted in the current data collection. 
Learner Skillset
1. Complete the tasks in the above level.
2. Create a communication schedule. In a 3-column table, list all of the departments involved in the data collection in the far left-hand column. In the middle column, list the point of contact for that department. In the far right-hand column, determine dates to send communications to the department/contact that will best set you up for timely and successful submission and certification. 
Practitioner Skillset 
1. Complete the tasks in the above levels.
2. Create a Communication Plan to accompany your communication schedule.  Each row in the communication plan will represent an individual communication, and each column will indicate what we will require of each communication. Column headings may include: the ask, background, medium (email, teams, Zoom, etc.), processes/procedures, timing, and tone. 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

[bookmark: _4.3_Implement]5.3 Implement 
Implements proven project management techniques and methods. Manage multiple priorities. Establishes a data submission schedule for timely contributions from administration and staff. Identifies, assesses, and manages risks. 

How to Manage Multiple Projects
Author: Online PM Courses - Mike Clayton 
Format: Video
Length: 14:35

This video from Mike Playton at PM Online Courses provides guidance on the time and resource management involved in managing multiple projects. Particular attention should be paid to the following concepts: 
· Time Management (3:05 – 5:10)
· Block Out Your Week (8:51 -12:00)
A review of these lessons, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Communicate skill.

How To Manage Your Project Priorities - Project Management
Author: ProjectManager
Format: Video
Length: 4:17 minutes

This video from ProjectManager provides tools and guidance towards managing project priorities. Particular attention should be paid to the following lesson: 
· Priority Management (1:00 – 4:03)
A review of this section and implementation of the concepts contained therein will help LEAs to develop time and priority management with CALPADS work, and in doing so develop the project management competency, implement skill. 

Next Steps – Put Into Practice – Project Management – Implement
After a review of the resources outlined for the Project Management competency, Implement skill, try your hand at implementing the skills you’ve learned.
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. Create a list of all your projects that you are involved in during the CALPADS submission window in addition to the CALPADS submissions.
2. Identify the priority and completion window for each project.
3. Review the current CALPADS submission milestone from the submission roadmap page.
4. Compare CALPADS milestone to other project milestones and identify timing overlaps.
Learner Skillset
1. Complete the tasks in the above level.
2. Draft a master schedule for all your projects utilizing one of the project management methodologies.
3. List each project with related start and end times.  Include resources required for each project and the staff availability.
4. Identify conflicts related to time, resources and deadlines for various projects.
Practitioner Skillset 
1. Complete the tasks in the above levels.
2. Prioritize the projects taking the deadline, resources etc. into consideration.
3. Address and resolve any conflicts.
4. Prioritize the tasks for each project.
5. Finalize the master schedule, ensuring CALPADS milestone dates are completed on time.
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 


[bookmark: _5.0_Critical_Thinking]6.0 Critical Thinking 
A disciplined inquiry mindset to explore issues, ideas, and all data to discover the common characteristics of all components. Skills to resolve errors and make sense of data; recognize when information is needed and have the ability to locate, evaluate, and use effectively the needed information.

Figure 13 - Critical Thinking Resources
Introductory Resources

Professional Development: Critical Thinking in the Workplace
Author: Knowledge Wave
Format: Video
Length: 6:18 min

This short video from KnowledgeWave describes the importance of critical thinking in the workplace, critical thinking challenges, and methods of ensuring critical thinking in your work. Although not a CALPADS specific presentation, the reflective tools presented in the following sections can be used to ensure that you are thinking critically about the data you report in CALPADS: 

· Questions to Ask (1:40 – 2:07)
· Biases (2:40 – 3:46)
· Research (3:47 – 4:11)

LEAs can develop the Critical Thinking competency through a review and implementation of the concepts outlined above. 


[bookmark: _5.1_Comprehension]6.1 Acquire
The ability to look at data and comprehend the information. Review aggregate reports and compare to local data – determine gaps. Identifies interdependencies between local systems, statewide reporting system, and accountability.  


CALPADS Basics – Reports Functionality (Modules A-D)
Author: CSIS, Nathaniel Holmes
Format: Video
Length: Total - 78:12 minutes 
· Module A - 7:51 minutes
· Module B - 44:09 minutes
· Module C - 22:55 minutes
· Module D - 3:17 minutes

This video course from CSIS Training will walk you through accessing and navigating CALPADS reports, and explain business rules and best practices with regards to CALPADS reports. A review of each of these modules, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Acquire skill with regards to reviewing reports, comparing to local data, and determining gaps. 


CALPADS Certification Process (Module A – D)
Author: CSIS, Nathaniel Holmes
Format: Video Playlist
Length: 11:48 minutes 
· Module A – 11:48
· Module B – 16:22
· Module C – 8:08
· Module D – 4:08 

This video course from CSIS Training provides a comprehensive explanation of the CALPADS certification process. In each module, the workflow, components, system functionality, and key concepts of CALPADS certification are discussed. A review of these modules, in conjunction with the implementation of concepts contained therein, will help LEAs develop the Acquire skill. 

VLOOKUP Function in Excel
Author: CSIS, Robert Chen
Format: Video
Length: 5:58 minutes 

This video from CSIS Training provides a tutorial on how to use the VLOOKUP function in Excel to reconcile data from your local student information system with data that is already in CALPADS. A review of the video entirety and implementation of the VLOOKUP function for SIS reconciliation, will help LEAs to develop the Acquire skill. 


Next Steps – Put Into Practice – Critical Thinking – Acquire
After a review of the resources outlined for the Critical Thinking competency, Acquire skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset 
1. In CALPADS, navigate to an aggregate report that is relevant to a current or upcoming data submission. An ideal reports for this activity is Snapshot Report 1.1 – Enrollment – Primary and Short Term Enrollment Count by Subgroup.
2. In the CALPADS User Manual, navigate to the Report Mapping Guide for the aggregate report you chose in step 1, and pull it up alongside the aggregate report. If using Snapshot Report 1.1, navigate to the report mapping guide for Snapshot Report 1.1 and pull up alongside the aggregate report. 
3. Answer the following questions for yourself:
· Which school site has the greatest number of TK students? What is the total number of TK students for all school sites? 
· Which school site has the greatest number of EL students? What is the total number of EL students for all school sites? 
· Which school site has the greatest number of FRPM Eligible students? What is the total number of FRPM eligible students for each school site? 
Learner Skillset
1. In CALPADS, navigate to Snapshot Report 1.1 – Enrollment – Primary and Short Term Enrollment Count by Subgroup
2. Compare data in Snapshot Report 1.1 to data in your local SIS. Are the TK, EL, Title III, and FRPM counts in CALPADS aligned to the counts in your local SIS? Or are there gaps? 
Practitioner Skillset
1. Use the VLOOKUP function in Excel to compare data in your Local SIS to data already in CALPADS, and determine all discrepancies or gaps between CALPADS and the local SIS. 
2. For each discrepancy, determine the source system for the data (SIS, SEDS, CARS, etc.), and attempt to correct the discrepancy in the source data system before extracting and submitting to CALPADS. 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

6.2 Decide
Assess the data with insight, utilizing the data to make informed decisions. Objectively examine information relevant to the problem. Conceptualize impact of changes.  


The Secret to Success in Data Deployment is the Data Team
Author: Denver J. Fowler, Ed. D., National Association of Secondary School Principals (NASSP)
Format: Article
Length: 2065 words
This article from NASSP presents a case study in creating a data team at an Ohio Middle School, and the culture of critical thinking surrounding a successful data team. To develop the Decide skill, particular attention should be paid to the following topics:
· Analyzing the Data
· Gathering and Sharing Data
· Putting the Data to Use
· Evaluating the Results 
A review of each of these sections, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Decide skill. In each section, examples are provided illustrating successful data analysis and dissemination of achievement data, which lead to new instructional practices that close the achievement gap.

Four Year Adjusted Cohort Processing and Report
Author: CSIS, Alex Manriquez 
Format: Video
Length: 119 minutes (1 hour 59 minutes) 

This video from CSIS provides detailed guidance on the Four Year Adjusted Cohort Graduation Rate (ACGR) processing and reports, including application examples in case studies and data scenarios. Rather than providing instruction on the Decide skill, this video exhibits the Decide skill in action, using reports to assess data with insight, as well as charts, graphs, and other visuals to understand and communicate impacts of changes, leading to informed decision making. 

Foster Youth Data in CALPADS
Author: CSIS
Format: Video
Length: 32:09 minutes

This video from CSIS provides detailed guidance on the foster youth data in CALPADS, including analysis of foster youth reports in conjunction with local factors to make informed decisions. Rather than providing instruction on the Decide skill, this video exhibits the Decide skill in action, using reports to assess data with insight and determining the impact of local factors, leading to informed decision making. To develop the Decide skill, particular attention should be paid to the following sections: 

· Reports (18:03 – 21:23)
· Systemic Considerations (21:24 – 22:55)
· Local Considerations (22:56 – 24:33)
· Determinations and Decisions (24:34 – 28:23)

A review of each of these sections, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Decide skill.


Next Steps – Put Into Practice – Critical Thinking - Decide

After a review of the resources outlined for the Critical Thinking competency, Decide skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset
1. In CALPADS, navigate to Snapshot Report 1.17 – FRPM – English Learner – Foster Youth – Count
2. In the CALPADS User Manual, navigate to the Report Mapping Guide for Report 1.17 – FRPM – English Learner – Foster Youth – Count
3. Answer the following questions for yourself: What is my LEA’s total Foster Youth count? Is this data accurate and complete?
 In determining accuracy and completeness, compare Snapshot Report 1.17  to Snapshot Report 1.18 – FRPM – English Learner – Foster Youth – Student List, and the Report Mapping Guide for Snapshot Report 1.18 in the CALPADS User manual. Compare these counts to FRPM counts in your local SIS. 
Learner Skillset
1. Complete the tasks in the above level.
2. Using the Pivot Table generated from Snapshot Report 1.17, check for data quality by comparing counts and source data.
3. Compare Snapshot Report 1.17 – FRPM – English Learner – Foster Youth – Count, to data in your local SIS to determine gaps. 
4. Communicate with your administrators and leadership to determine impacts of Foster Youth Data for your LEA. 
Practitioner Skillset
1. Complete the tasks in the above level.
2. Using Snapshot Report 1.17  to Snapshot Report 1.18 – FRPM – English Learner – Foster Youth – Student List in conjunction with the Report Mapping Guide to determine source and accuracy of foster youth data. 
3. If there are gaps between CALPADS data and data in your local SIS, reconcile CALPADS data with the local SIS.
4. Answer the question for yourself: What confidential information is used to report Foster Youth data in CALPADS and the local SIS, and what procedures are in place to secure confidentiality? 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for development for skill at the master and Instructor Skillset forthcoming from CSIS.
6.3 Share
Transform data/extracts into a display to provide deeper understanding for administration – draw conclusions. 

Learn Pivot Tables in 6 Minutes
Author: Cody Baldwin 
Format: Video
Length: 6:21 minutes

This video from Cody Baldwin provides an explanation and demonstration of creating pivot tables in Excel using aggregate data. A review of this video, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Share skill by enabling a clean organization of data into a table that can easily understood by others.


How to build Interactive Excel Dashboards that Update with ONE CLICK
Author: Mynda Tracy - MyOnlineTrainingHub  
Format: Video
Length: 52:25 minutes

This video from MyOnlineTrainingHub both presents and demonstrates how to create an interactive dashboard in Microsoft Excel using built in Excel tools. 

1. Create a Pivot Table and use it in Dashboard Charts and Graphs (5:14 – 28:01)

A review of each of this section, in conjunction with implementation of the concepts contained therein, will help LEAs to develop the Share skill.

Next Steps – Put Into Practice – Critical Thinking - Share
After a review of the resources outlined for the Critical Thinking competency, Share skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 

Awareness Skillset
1. Download the SELA extract from CALPADS.
2. Import the caret delimited .csv file it into Microsoft Excel.
3. Organize the data from the SELA extract into a pivot table in Microsoft Excel, displaying the count of students in each English Language Acquisition Status (EO, IFEP, EL, RFEP)
Learner Skillset
1. Complete the tasks in the above level.
2. Create a Pie Chart displaying the ratios of Student English Language Acquisition statuses at your LEA, which you can include on a Dashboard with further charts and graphs. 
Practitioner Skillset
1. Complete the tasks in the above level.
2. Organize the data from the SELA extract in Step 2 into a different pivot table in Microsoft Excel, displaying the number of EL students at each school site in your LEA. 
3. Create a Pie Chart displaying the ratios of EL students at each school site in your LEA.
4. Import the pie charts in step (4) and (6) into a simple dashboard. 
5. Answer the question for yourself: how can this dashboard be used to present SELA information derived from CALPADS data to administrators and data stewards? 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

6.4 Troubleshoot 
Evaluate, seek evidence and research to identify problem-solving patterns to make sense of information.  

CALPADS System Documentation
Author: CSIS, Matt Clark 
Format: Video Playlist
Length: Total - 1 hour, 0 minutes, 3 seconds 
· Module A – 7:58 minutes
· Module B – 12:28 minutes
· Module C – 9:25 minutes
· Module D – 9:14 minutes
· Module E – 8:18 minutes
· Module F – 2:54 minutes
· Error List – 9:36 minutes

This course familiarizes users with CALPADS system documentation to utilize during data population and troubleshooting, including: CFS, Code Sets, Valid Code Combos, Extract Specifications and the Error List. Proficient use of these documents is necessary for successful data population, error resolution, and snapshot certification in CALPADS. 
[bookmark: _5.5_Identify]

Troubleshooting Tips (Playlist)
Author: CSIS, Nate Holmes 
Format: Video Playlist
Length: Total - 21:37 minutes
· Importing File Extracts into Excel Templates – 4:52 minutes
· Using Excel Templates to submit separate Transactions in CALPADS – 8:30 minutes
· Demonstration of using CALPADS Excel templates for Exit codes and record deletions – 8:15 minutes

This video playlist from CSIS provides specific guidance on importing file extracts in CALPADS Excel templates, using Excel templates to submit separate transactions in CALPADS, and using CALPADS excel templates for exit codes and record deletions.

CALPADS Certification Errors, CALPADS Validation Errors, Cont. (Playlists)
Author: CSIS Training Team
Format: Video Playlist
Length: Explanation of each errors range from 4 – 26 minutes

The CALPADS Certification Errors playlists from CSIS provide detailed guidance and demonstration of error resolution for a variety of common errors in CALPADS. The CALPADS Certification Errors playlist contains guidance for CERT and specific SPED errors, while the CALPADS Certification Errors Cont. playlist contains guidance for common SPED and SENR errors. A review of this video, particularly when used alongside an attempt to resolve the error contained in each video, will help LEAs to better understand error resolution in CALPADS. 


Next Steps – Put Into Practice – Critical Thinking – Troubleshoot

After a review of the resources outlined for the Critical Thinking competency, Troubleshoot skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset
1. In CALPADS, navigate to the Certification Details – LEA screen of a data submission that is currently open. If not in a data submission window, navigate to the View Submissions screen.
2. Locate a fatal error. If not in a submission window and using the View Submissions screen, view a rejected record to determine the errors present causing the record to be rejected. 
3. In the CALPADS Certification Errors playlist, attempt to locate the error you’ve just located inside of CALPADS. 
4. Attempt to resolve your certification error in CALPADS by following along with the demonstration video. 
Learner Skillset
1. Complete steps 1-2 in the above level.
2. On the CDE Webpage for CALPADS System Documentation, download and open the error list.
3. Inside of the error list, toggle to the file type or submission in question, and locate the error you located in CALPADS in step 2. Read the error description and error resolution sections to best understand the error, and the Fields Validated column to determine the fields that may be modified to resolve the error. 
4. Attempt to resolve your error using the CALPADS error list. 
Practitioner Skillset
1. Complete the tasks in the above level.
2. In the CFS, locate the fields contained in the Fields Validated column in the error list for the error in question.
3. Attempt to resolve your error by ensuring the record triggering the error is in line with the definition, comments, and validation requirements from the CFS. 
4. If your record is in line with the definition, comments, and validation requirements from the CFS and still generating error, attempt to resolve them using the Error List, Error Description and Suggested Resolution columns for your error. 
Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 

6.5 Identify
Identifies remediation plans when there are data abnormalities. Ability to analyze and interpret business rules and identify potential defects.  

Submission Specific Reports Review
Training and guidance on reviewing reports specific to the Fall 1, Fall 2, and EOY data collections. 

EOY Reports Review (Playlist)
Author: CSIS, Nate Holmes
Format: Video Playlist
Length: Total: 1:15:10 
· EOY 1 Reports – 9:26
· EOY 2 Reports – 5:49
· EOY 3 Reports – 18:07
· EOY 4 Reports – 14:39
· Four Year Adusted Cohort (ACGR) Reports – 27:09

This video playlist from CSIS provides a detailed explanation of each report, and the relationships between each report, relevant to the EOY data collections. A review of this playlist in conjunction with implementation of the concepts contained therein will help LEAs to analyze and interpret business rules, data abnormalities, and potential defects, developing the identify skill. 

Fall 1 Reports Review (Playlist)
Author: CSIS, Nate Holmes
Format: Video Playlist
Length: Total Time: 1:41:25 hours
· Fall 1 Reporting and Certification – 26:32
· CALPADS Fall 1 Report 1.17 LCFF Unduplicated Pupil Count – 14:20
· SWD Data Submission – 28:32
· Foster Youth Data in CALPADS – 32:10

This video playlist from CSIS provides a detailed explanation of each report, and the relationships between each report, relevant to the Fall 1 data collection. A review of this playlist in conjunction with implementation of the concepts contained therein will help LEAs to analyze and interpret business rules, data abnormalities, and potential defects, developing the identify skill. 


Next Steps – Put Into Practice – Critical Thinking - Identify

After a review of the resources outlined for the Critical Thinking competency, Identify skill, try your hand at implementing the skills you’ve learned. 
How one implements these skills will differ depending on your level of proficiency with CALPADS, and so tasks have been organized by proficiency level below. 
Awareness Skillset
1. In CALPADS, navigate to ODS Report 5.1 – Program participants – Count.
2. When filtering the report, select the current academic year and your LEA. All fields below this should cast the widest net possible: select all for school type, school, grade, gender, race, and enrollment status. Then, click “View Report”.
3. Compare this report to Program Participant counts in your local SIS. Answer the question for yourself: Is there a discrepancy between CALPADS and the local SIS? If so, is data missing from CALPADS or the SIS?
Learner Skillset
3. Complete the tasks in the above level.
4. In another tab or window, navigate to the CALPADS User Manual Report Mapping Guide for Report 5.1 – Program Participants – Count 
5. Based on the data sources outlined in the Report Mapping Guide for Report 5.1 – Program Participants – Count, review enrollment (SENR) and program (SPRG) records in CALPADS to determine if data is missing or present, and if data is populated in CALPADS accurately. If there is missing data, populate the data accurately and completely in CALPADS. If data is present but populated inaccurately, correct the inaccuracies. 
6. Once missing or inaccurate data has been corrected in CALPADS, navigate to Report 5.1 and determine if counts now reflect data in your local SIS. If there is a discrepancy between CALPADS and the local SIS, repeat steps 4 and 5. 
Practitioner Skillset 
1. Complete the tasks in the above level.
2. Use supporting report 5.2 – Program Participants – Student List to ensure reconciliation and full consistency between CALPADS and the local SIS. 

Experienced Practitioner Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
Instructor Skillset
Resources for skill development at the master and Instructor Skillset forthcoming from CSIS. 
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