District Checklist for Course Completion 
1) Review documentation about the ISES Course Completion collection to get a big picture view of the process and collection.
2) Meet with staff responsible for preparing the PI 1215 Course Offerings Report , the PI 1202 Fall Staff Report , WSLS and ISES, to discuss upcoming changes and how it will affect your district .  This may include but is not necessarily limited to the following people:
· staff preparing and/or submitting data for WSLS/ISES
· staff responsible for submitting the PI 1215 course Offerings Report

· staff responsible for submitting the PI 1202 Fall Staff Report
· the district curriculum director coordinator(s) 

· those working with your SIS software vendor 

· technical staff 

· your school software vendor 

· staff responsible for entering course data into the SIS 
3) Appoint person responsible for submitting this data through the ISES Course Completion
4) Appoint person responsible for reviewing the accuracy of this data
5) Review data elements that will be collected through the course completion collection.  Identify any that are not collected or not stored in a way that can be used to submit data to DPI. Make decisions on how to collect or store moving forward.

6) Come up with a district plan for process of submitting and reviewing Course Completion data.

7) Verify that student course data can be linked to necessary teacher data including file number ( from DPI license) and that student WSN ID can be linked to course schedule.

8) Contact student information system vendor and vendor for staff database to confirm the data system includes all the necessary data elements.  Works with vendors to assure updates are made.

9) Provide training to staff doing data entry on how to correctly enter new or existing data into your system.

10) Have appropriate staff participate in the DPI provided trainings.
11) Develop a plan and begin the process of mapping district courses to WI DPI course list (based on NCES course list). 

12) Work with vendor or techincal staff to incorporate the mapping crosswalk into database or process that will be used to submit data to ISES
13) Create a district timeline for completing tasks.
14) Set aside staff time/resources to submit the data in the first quarter of 2011 and at the end of the 2010-2011 school year.
