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REP: In the Trenches

In the trenches????

• Ditch, furrow, may have a wet soggy 
bottom 

• Do you sometimes feel as though you are 
in a trench with a wet soggy bottom?

• Do you feel as though you are digging 
yourself deeper into the depths of the 
trench?
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Do you feel as though you are “Up 
to your Eyeballs” in work?

Are you in a trench?

Today –
we will help to get 

you out
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Today’s �������

•Importance of Your Work
•What’s New for Fall 2008
•Data Submission
•Data Quality Initiative
•Submission Reports
•Application Reports

How do you view the work you do 
for the REP?

• Does this work have value to you, or is it a 
just a task?
– (E-mail is a task) 

• Is this work meaningful, or is it just time 
consuming? 

• Are you STRIVING for accuracy, or are 
you coasting to “get it done”? 

• Are you REACHING for data quality, or 
are you checking off a box? 
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Why is this work so important?

• Comprehensive database of all 
educational personnel in the State of 
Michigan 

• Data are used to meet state and federal 
reporting requirements

• Data are used for the teacher certification 
audit after each submission

• Data you submit paints a picture of your 
organization

“The data pays you AND grades you!”
• We are moving from the world of compliance to “decision 

support” at ALL levels – federal, state and local
– Policy
– Planning
– School Improvement

• Federal EDEN/EdFacts reporting – the data submissions 
must all line up
– horizontally across programs and 
– vertically from the school, district and state files.

The context close to home: Why is 
quality data important to you? 
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Can you see the “bigger” picture of 
the work you do?

Are you beginning to “see the 
light”?
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REP Security is Important

• CEPI takes security seriously
• REP deals with confidential data
• REP has a 20-minute timeout feature
• Do not ever share your login and 

password with ����������������������������

Updates for Fall 2008
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Assignment Codes and Educational 
Settings Updates for Fall

• 000AX Communication Arts
– Reporting of Highly Qualified Status not required

• New Special Education Assignment Code
– 00195 Co-teaching with a highly qualified general education 

teacher

– 00196 Special Education Class where highly qualified status is not 
required (e.g. study skills, transition skills)

– 00197 Special Education Class where all students are assessed 
by Mi-Access (must report highly qualified status)

– 00292 Speech Pathologist with a Certificate of Clinical 
Competence in a non-classroom setting

Assignment Code Update Continued

• Updates to Special Education Code
– 00192 Speech/Language Impaired Classroom – All subjects 

(Must report highly qualified status)
– 00403 Special Education Instructional Paraprofessional/Aide 

(Report highly qualified status when assigned to a school/facility 
that operates a Title I Schoolwide Program)

• Special Education Classroom Instruction
– All special education classrooms must be reported by subject 

area assignment codes whenever possible.

• Removal of Special Education Program Codes
– Program assignment codes 00110 through 00194 (except 

00192) and 00291 have been eliminated. 
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Assignment Code Update Continued

• New Assignment Codes
– 000ZY Alternative Education (self-contained, 

Facilitator of Instruction)
• Direct instruction not provided; distance learning 

classroom or uses Novanet

– 95600 Title I Supplemental Education 
Services (SES) Tutor

– 96200 Tutor (Non-Title I SES) {updated}

Reporting of Bilingual Education
• Bilingual Education Codes – Program Codes eliminated
• Limited English Proficiency (LEP) updated to English Language 

Learner (ELL)
• Assignment codes are based upon program area and the subject 

area taught.
– Select Bilingual Program area YA through YT
– Select the subject area 0AX through 0ZZ

• Example:  YA0EX Math instruction in a Bilingual French Program
• Report highly qualified status for all core academic teachers such as 

YA0EX
– Mathematics is a core academic subject area.

• Select the appropriate Bilingual Educational Setting
– English as a Second Language – Title III Only
– Bilingual Education/ELL – Title III
– Bilingual Education/ELL – Section 41
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Bilingual Continued

• Select the appropriate accounting/function 
code from the recommended range 111 
through 135.

• All programming edits that apply to 
assignment codes 000AX through 00594 
apply to the bilingual education codes 
beginning with YA through YT.

Reporting Special Education Teachers

• All special education teachers are to be reported 
based upon the subject area taught. 

• Birth to age 5 special education
– 60200 Early Childhood Classroom Teacher -

Bachelor's Degree in Child Development without an 
Early Childhood Endorsement.

– 60300 Early Childhood Classroom Teacher - Valid 
Michigan Teacher Certificate with an Early Childhood 
Endorsement.

– 60400 Early Childhood Classroom Teacher - Valid 
Michigan Teacher Certificate with a Child 
Development Associate (CDA) Credential
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• Elementary/Middle School
– Report 000ZG (Elementary Education) for K-8 self-

contained classrooms 
– Subject specific assignment codes such as 000BA 

(English) or 000EX (Mathematics) This would typically 
be in a middle school setting grades 6-8.  

• High school to age 26 : 
– Report the specific subject area assignments when 

appropriate such as 000BA or 000EX
– Report 00196 non-core academic classes such as 

transition skills, study skills. 
– Report 00197 for classrooms where all students in 

that class period are assessed by alternate 
achievement standards (Mi-Access)

• Highly Qualified Status:
– Report highly qualified status any special 

education teacher assigned to a core 
academic subject area such as elementary 
education, English or Mathematics.  

• Report the appropriate Primary Age 
Group Educational Setting in Field 10.

• Accounting Function Code
– Report code 122 for all special education 

classroom teachers
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Specific Questions about Special 
Education Teachers

• Send an e-mail message to 
CEPI@michigan.gov
– Include all specifics details about your 

question, your name, district name, district 
number and phone number

Highly Qualified Status

• Report highly qualified status for all core academic general 
education assignment codes.

• Report highly qualified status for all special education teachers 
who are assigned to core academic subject areas.

• Assignment codes that must now report highly qualified status
– 00192 Speech/Language Impaired Classroom – All subjects
– 00197 Special Education Class where students are access by Mi-

Access
– 00403 Special Education Instructional Paraprofessional/Aide (when 

assigned to a school/facility that operates a Title I Schoolwide 
Program

– Bilingual core academic assignment such as YF0BA (English 
instruction in a Bilingual Spanish Program)
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No Child Left Behind Act

• Highly Qualified Teachers:
– NCLB requires school districts to assign highly 

qualified teachers to teach core academic subject 
areas.

– Core academic subjects are: English, reading, 
Language Arts, mathematics, science, foreign 
languages, the arts (music. visual art, dance), history, 
geography, economics, government/civics). 

– Any teacher who provides direct instruction in a core 
academic class must be highly qualified for the 
assignment.  This includes Special Education and 
Bilingual Education assignments.

Alternative Education Teachers

• Teachers in an Alternative Education Teaching 
Assignment:
– Must demonstrate competence as a highly qualified 

teacher for any core academic subject 
• Hold a valid secondary teaching certificate (an elementary 

teacher employed in the position prior to October 25, 2005 
may continue in the position)

• Demonstrate competence in at least one core academic 
subject  and may then use testing or any HOUSSE option to 
demonstrate competence in the remaining subjects 

• Hold the appropriate subject area endorsement in a 
departmentalized setting 
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Paraprofessionals/Aides

• Districts must report if the employee meets the 
requirements established by NCLB by reported “yes” (1) 
or “no” (2) in field 10 under the “Highly Qualified” section

• Paraprofessionals may qualify by one of the following 
methods:
– Possess an associates degree or higher
– Have completed the equivalent of 2 years of college (60 

semester credits)
– Take and pass one of these approved tests:

• MTTC Basic Skills Test
• WorkKeys Tests
• The ETS ParaPro Test

Specific Questions about HQ

• Contact Krista Ried, Office of Professional 
Preparation Services at 
– riedk@michigan.gov
– 517-373-3310



14

Professional Development

• New Category – Now nine categories
• Instructional Technology. Professional 

development acquired for the purpose of 
planning, designing, using and evaluating 
technology-enhanced methods and strategies 
to maximize student learning.

– Examples of this category are:
• Curriculum training that highlights effective technology-

enhanced methods and strategies to maximize student 
learning

• Best practices for evaluating technology options for quality, 
objectivity, and reliability 

• Strategies for teaching in an online environment
• Review of options for using technology for effective 

assessment and evaluation of student learning

Specific Questions about 
Professional Development

• Contact 
– Bonnie Rockafellow (induction of new 

teachers) at 517-373-7861 
(RockafellowB@Michigan.gov)

– Donna L. Hamilton (professional 
development) at 517-241-4546 
(hamiltond3@michigan.gov). 
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Miscellaneous Updates

Teacher Credential Numbers

• Credential Data Exchange
– Obtain multiple credential numbers via upload 

process

• Teacher Verification Website
– Link on REP Application
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Teacher Verification Web site
https://mdoe.state.mi.us/teachercert/
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Teacher Verification Web site

Which employees do I report?

• School Safety Legislation of 2005 requires 
that all school personnel who are 
employed on a regular and continuous 
basis must be reported in the REP.

• All contracted employees who work on a 
regular and continuous basis must be 
reported in the REP. These employees 
would include food service, janitorial 
service, transportation, etc. 
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Other contractors

• Day-to-Day Substitute Teachers and 
Paraprofessionals

• Bus Drivers
• Food Service Workers
• Maintenance Staff

All must be reported in REP

Which employees are not 
required in REP

• Contracted employees who work on an 
intermittent or sporadic basis are not 
required to be reported in the REP.

• These employees might include a furnace 
repair person, a guest speaker, a disc 
jockey, etc.
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Accounting/Function Codes

• Recommended accounting/function codes 
are provided as defined by the Michigan 
Department of Education

• List of recommended accounting/function 
codes are provided for most assignment 
codes

• A warning message will be received if a 
recommended accounting/function code is 
not submitted

New Teachers
• New teacher status is only give to 

teachers in their first three years in the 
profession of teaching

• When to use codes “97” and “98” (Field 
25: Employment Status
– Code “97”:  New to profession of teaching, but 

not new to district. (Employee of district prior 
to becoming a certified teacher)

– Code “98”:  Teacher new to district and new 
to profession of teaching 
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Reporting Terminated Employees

• Report all fields appropriate for the 
assignment code

• Field 12:  Report code 9
• Field 25:  Report code 1-19 (reasons for 

termination)
• Field 26:  Report date of termination

�����������	
�
�

Reporting Employees on Leave

• Report all fields appropriate for the assignment 
code

• Field 12:  Report the appropriate on leave code
– “3” Funded, employee on loan or leave, no one 

assigned
– “4” Funded, employee on loan or leave, filled by 

temporary employee
– “6” Funded, employee on loan or leave, filled by 

outside contractor

• Field 25:  Report the appropriate code for the 
position “97”, “98”, or “99”

I’ll be back!
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Vacant Funded Positions

• Enter as new record
• PIC will be assigned by REP for each vacant 

funded position.  
• Treat as separate record
• If position is filled, terminate the Vacant Funded 

Record and report the employee who filled the 
position

• Do not update a vacant funded record with new 
data about employee.  This creates a duplicate 
record for the employee.

Data Quality Initiative
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What CEPI is doing to help you 
improve your data quality…

• Analysis of data completed after each 
submission cycle and during submission cycle
– CEPI informs districts of the snapshot date for the 

analysis completed during the submission cycle
– All records submitted by the snapshot date will be 

analyzed

• Checks for various types of anomalies
• E-mails sent to districts when concerns are 

found

What to do with the e-mail?

• Read e-mail carefully (don’t hit delete � )
• Points to remember

– Your data may be correct.  If so do nothing.
– Terminated records may appear in the e-mails 

concerning the prior submission
• Terminated records will not appear in the next submission 

cycle’s data

• Correct data on your terminated files in your internal system 
to avoid future submission problems if they return to 
employment in your district

• Read e-mail carefully again
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What is an Anomaly

• a deviation from the common rule, type, 
arrangement, or form. 

• Example:
– One currently assigned Superintendent –

Chief Business Official (assignment code 
70200) is expected for each district 

• Anomaly – Two currently employed 
superintendents are reported for a district

Types of Anomalies

• Employees assigned to grade levels in a 
school/facility not listed in the School Code 
Master
– A teacher assigned to grade 3, but reported in 

a grades 9-12 high school school/facility

• Employees assigned to a school/facility far 
from the home district
– An employee in the Lansing Public Schools 

assigned to a school/facility in Marquette 
Public Schools
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Anomalies
• Apparent incorrect date of birth

– Teacher reported as being under 21 

• Duplicate Records
– Name changes (Ex. maiden to married)
– Entering incorrect Social Security Number or 

Date of Birth
– Switching order of the names
– Changing the gender 

Anomalies

• Reporting an inaccurate educational 
setting
– High school math teacher with an Early 

Childhood educational setting
– An elementary teacher with an Adult 

Education setting

• Formerly terminated employees on report
– Employees re-uploaded in most cases
– Need to be removed from source file
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Duplicate Records

• Created when incorrect data are entered
– Date of Birth
– Social Security Number
– Name
– Credential License Number

• What to do
– Send an e-mail to CEPI to remove duplicate
– CEPI will review request – only true 

duplicates are removed

Submission is Complete –
Now What?

Or, is it?
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REP Submission Reports
What did we really report?

Purpose of Submission Reports
• Provide districts with an opportunity to review aggregate totals of the 

data that were submitted
• Non-Highly Qualified Teachers and Paraprofessionals/Aides -

individual data available
• Reports at district level only

– FTE Comparison Report
– Assignment Code/FTE Comparison Report

• Reports at district and building level
– FTE
– Assignments
– Highly Qualified Status
– Overall staff counts
– Exiting status
– Overall Summary
– Funded Position Status
– Professional Development (EOY)
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Check your Submission Report

• FTE Counts
• Assignment Codes

– Too many math teachers
– Not enough math teachers

• Appropriate number of terminations Highly 
Qualified Status Report
– Does someone appear on the list that 

should not be on the listed as Non-HQ
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How many classes of English  
or Math are taught in the 
school district?  

Do we really only have “1” 
English class?

How many Day-to-Day 
Substitute Teachers did we 
employ?  Is “8” correct?

Sample Section of FTE Report
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FTE One-Year Comparison
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Review the percentage of increase 
or decrease in number of 
assignments and FTE from 2007 to 
2008.



31

Fall 2008

Fall 2008
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REP Application Reports

Download REP Data File

• District may download a complete file of 
each submission beginning with Fall 2003.

• XML format may be opened in any text 
editor program such as notepad or 
Microsoft Word

• May be imported to a Microsoft Access 
Database or Excel spreadsheet

• Complete instructions in the REP User’s 
Guide
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Employee Listing by District

• Smaller file with only partial data
– Personnel Identification Code (PIC)
– Complete Name
– Social Security Number
– Date of Birth
– Gender
– Credential License Number (if reported)

• Download and save on your computer
– Open as text document or into Excel

• Complete instructions are in the REP User’s 
Guide

Personnel Submitted Report



34

Personnel Submitted Report

• Determine number of records left to 
update

• Use Personnel Search to find a particular 
employee that needs to be updated
– PIC
– Social Security Number
– Name

Summary Reports

• On the CEPI Website
–www.michigan.gov/cepi
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CEPI Website

Click here to view reports
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When are $$$ withheld?
• School Safety Legislation of 2005 (effective January 1, 

2006) requires that criminal history checks be conducted 
by the Michigan State Police and the Federal Bureau of 
Investigation for all regular and contract employees hired 
or assigned by public schools in Michigan.

• All school districts in the state of Michigan are required 
by statute to submit all school personnel data to the state 
via the Registry of Educational Personnel so that the 
checks may be conducted.

• Pursuant to the State School Aid Act [MCL 
388.1619(5)(6)], the state may withhold 5 percent of the 
annual state aid allocation for an incomplete submission. 
The Act requires the Michigan Department of Education 
to hold the district's or public school academy's funds in 
escrow until such time as the complete report is 
submitted to CEPI. 
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How to avoid withheld $$$

• Be sure that your REP Submission is 
complete by the deadline 

• Refer to the Personnel Submitted Report 
to determine if:
– All previously submitted records are updated
– All new employees are entered into the REP
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Help Request Dos and Don’ts

• Do
– Send an e-mail to 

CEPI@michigan.gov
– Call 517-335-0505, select 

Option 3 
– Be thorough in your e-mail or 

voice mail message regarding 
your question(s).

– Be sure to leave your 
complete name, district code 
and name, application you are 
calling about and your 
question.

– Wait for a response from our 
staff. You should have a 
response within 24 hours.

– Refer to resource materials.

• Don’t
– Call and e-mail with the same 

question 
– Call a second, third, fourth, 

fifth time with the same 
question

– E-mail a second, third, fourth 
time with the same question

• Why
– Four staff members access 

voice mail and e-mail 
messages continually.  

– More than one person may be 
working on the same response 
which will delay turnaround 
time for everyone.

Where do 
I  

for information?

www.michigan.gov/cepi



39

The CEPI Web Page -
Help where you need it
Help when you need it

www.michigan.gov/cepi
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Registry of Educational Personnel

• Collected twice a year – deadlines for 
school year 2008-09 are December 1, 
2008 and June 30, 2009.

• Get connected! CEPI sends important 
updates and REP Listserv members 
provide support and practical strategies.
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