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BFK•Link® Data Request Instructions


Overview
This document details the data elements needed for the roster verification process using the BFK•Link® solution. These data elements center around four main concepts—schools, teachers, students, and classes—that can be extracted from a centralized data system, such as a student information system, centralized data warehouse, or similar. 

General Considerations
· The data templates are provided in Excel format for readability purposes. If your data set is small, you may choose to provide it in Excel. If your data set is large, you may provide it using other generally-known formats, such as:
1. Microsoft Access
2. Delimited Separated Value files (CSV, tab delimited, or similar)
With this format, ensure text fields are quoted (or double quoted) to ensure the file is processed correctly.
3. Microsoft SQL Server database

· Please match templates without making any file structure or formatting changes. Make sure to include any leading zeros in the data.  

· The templates include color-coded columns to indicate whether a field is required or optional. Please provide optional information only if it is required for your specific configuration of roster verification or readily available to you. Columns with a blue background are required, and columns with a light green background are optional.

· Descriptions can be found on the following pages. Sample data is provided in each individual spreadsheet, but the “Template Descriptions” section provides a description of each field.

· If you have any questions during this process, please contact Scott Walthour, Roster Verification Coordinator at rvcoordinator@mcoecn.org or the Roster Verification State Support Team at (855) 396-2229 between 8 a.m.‒4 p.m. EST.





File Descriptions
Four standard templates, along with three additional optional templates, are provided to facilitate the data exchange, including: 

	
	File Name
	Description
	Notes

	1
	School 
	List of schools participating in the roster verification process.  
	

	2
	Employee 
	List of every employee with instructional responsibility, plus administrators participating in the roster verification process (principals, assistant principals, etc.).
	

	3
	Student
	List of all students enrolled in schools participating 
in the roster verification process.
	

	4
	Class Roster
	Contains the rosters for all classes that are included in the roster verification process. It must contain one record for each student in each class. When student membership information is being provided, a student may have multiple records with different entry and exit dates to represent mobility.
	

	5
	School Group1 Employee
	List of employees working at the school group organization.
	Typically required for large school districts and LEA’s.

	6
	District Group2 Employee
	List of employees working at the district group organization.
	Typically required for statewide rollouts.

	7
	State Employee
	List of employees working at the state level.
	Typically required for statewide rollouts.



1 Schools groups are clusters of schools typically inside medium and large school districts or LEAs. They provide an extra level of organization within the district. Some examples are networks, intra district regions, quadrants, feeder patterns, complex areas, etc.

2 District groups are clusters of school districts within a state department of education. Some examples are ESCs, regions, RESAs, BOCES, etc. 


Template Descriptions 

1. SCHOOL FILE
	Column Name
	Required/Optional 
	Description of Request

	District ID
	Required
	Unique identifier of school district within state. In some places, this is also referred as district number, district code, or district IRN.

	District Name
	Required
	Full name of school district.

	School ID
	Required
	Unique identifier of school within school district. In some places, this is also referred as school number, school code, or school IRN. 

	School Name
	Required
	Full name of school.

	Principal E-mail Address
	Required
	E-mail address of school principal. Must match an employee e-mail address provided in the employee file.

	Assistant Principal 
E-mail Address
	Optional
	E-mail address of school assistant principal. Must match an employee e-mail address provided in the employee file.

	School Type
	Optional
	Designates the type of school—e.g. elementary, middle, or high school. 

	Street Address
	Optional
	Street address of school.

	City
	Optional
	City in which school is located.

	State
	Optional
	State in which school is located.

	Zip Code
	Optional
	Zip code in which school is located.

	Phone Number
	Optional
	Main phone number of school.

	School Website Address
	Optional
	Website address of school. 

	District Group ID
	Optional
	Unique identifier of the district group within the state. Sometimes also referred as region ID, ESC ID, 
BOCES ID, etc. 

	District Group Name
	Optional
	Name of district group.

	School Group ID
	Optional
	Unique identifier of the school group within the district. Sometimes referred as intra district region ID, 
network ID, etc.

	School Group Name
	Optional
	Name of school group.

	Attribute 1
	Optional
	An additional attribute about the school.

	Attribute 2
	Optional
	An additional attribute about the school.

	Attribute 3
	Optional
	An additional attribute about the school.

	Attribute 4
	Optional
	An additional attribute about the school.

	Attribute 5
	Optional
	An additional attribute about the school.

	Attribute 6
	Optional
	An additional attribute about the school.

	Attribute 7
	Optional
	An additional attribute about the school.

	Attribute 8
	Optional
	An additional attribute about the school.

	Attribute 9
	Optional
	An additional attribute about the school.

	Attribute 10
	Optional
	An additional attribute about the school.





2. EMPLOYEE FILE
	Column Name
	Required/Optional 
	Description of Request

	District ID
	Required
	District ID of employee. Must match district ID provided in school file.

	Employee ID
	Required
	Unique identifier for each employee in district and/or state. Typically, this ID comes from either the student information system or HR system. 
NOTE: For statewide deployments, this field is typically the state teacher license number or state teacher ID.

	E-mail
	Required
	E-mail address of employee.  

	Last Name
	Required
	Last name of employee.

	First Name
	Required
	First name of employee.

	Middle Name
	Optional
	Middle name of employee.

	School ID
	Optional
	The school to which the teacher is assigned. Must match the school ID provided in the school file.
NOTE: For employees not assigned to rosters in the roster file, providing the employee’s school assignment will add the employee to the school staff list.

	Birth Date
	Optional
	Birth date of employee. This is often required to help uniquely identify employees.

	Job Title
	Optional
	Current job title of employee.

	Username
	Optional
	If not provided, the e-mail address will be used as the username.
NOTE: This is often used in single sign-on situations.

	Attribute 2
	Optional
	An additional attribute about the employee.

	Attribute 3
	Optional
	An additional attribute about the employee.

	Attribute 4
	Optional
	An additional attribute about the employee.

	Attribute 5
	Optional
	An additional attribute about the employee.

	Attribute 6
	Optional
	An additional attribute about the employee.

	Attribute 7
	Optional
	An additional attribute about the employee.

	Attribute 8
	Optional
	An additional attribute about the employee.

	Attribute 9
	Optional
	An additional attribute about the employee.

	Attribute 10
	Optional
	An additional attribute about the employee.






3. STUDENT FILE
	Column Name
	Required/Optional 
	Description of Request

	Student ID
	Required
	Unique identifier for students in district.

	Last Name
	Required
	Last name of student.

	First Name
	Required
	First name of student.

	Middle Name
	Optional
	Middle name of student.

	Grade
	Required
	Current grade number of student. 

	Birth Date
	Required
	Birth date of student.

	Gender
	Required
	Gender of student.

	District ID
	Required
	Unique ID or code to identify district in which student currently belongs. Must match district ID provided in school file.

	School ID
	Optional
	Unique ID or code to identify school which student currently attends. Must match school ID provided in school file.
NOTE: For students not assigned to rosters in the roster file, providing the student’s school assignment will allow teachers to easily search for the student within the school.

	State Student ID
	Required
	Unique state-assigned student identifier.

	Attribute 1
	Optional
	An additional attribute about the student.

	Attribute 2
	Optional
	An additional attribute about the student.

	Attribute 3
	Optional
	An additional attribute about the student.

	Attribute 4
	Optional
	An additional attribute about the student.

	Attribute 5
	Optional
	An additional attribute about the student.

	Attribute 6
	Optional
	An additional attribute about the student.

	Attribute 7
	Optional
	An additional attribute about the student.

	Attribute 8
	Optional
	An additional attribute about the student.

	Attribute 9
	Optional
	An additional attribute about the student.

	Attribute 10
	Optional
	An additional attribute about the student.





4. CLASS ROSTER FILE
	Column Name
	Required/Optional 
	Description of Request

	Course ID
	Required
	Unique ID or code to identify each course.

	Course Name
	Required
	Full description name of course.

	Tested Subject Area
	Required
	Corresponding tested subject area for course. 
For classes that are self-contained and need to be duplicated across all subject areas, indicate “self-contained” as the tested subject.

	Class Number
	Required
	Specific class or section for course. 

	Employee ID
	Required
	Unique ID or code to identify employee who provides primary instruction for indicated class. Must match employee ID provided in employee file.

	School ID
	Required
	Unique ID or code to identify school. Must match school ID provided in school file.

	Term
	Required
	Please refer to table below for term guidelines.

	Student ID
	Required
	Unique ID or code to identify each student within a particular class. 

	District ID
	Required
	Unique ID or code to identify district in which 
class belongs. Must match district ID provided in school file.

	Student Roster Entry Date
	Optional
	Date student joined class.

	Student Roster Exit Date
	Optional
	Date student left class.

	Class Name
	Optional
	Name of class or section.

	Period
	Optional
	Period assigned to class. 

	Employee ID 2
	Optional
	Unique ID or code to identify an additional team teacher for the class. Must match employee ID provided in employee file.

	Team Teaching Type 2
	Optional
	The type of team teaching situation for employee ID 2.
Renamed for BFK Link 2014

	Employee ID 3
	Optional
	Unique ID or code to identify an additional team teacher for the class. Must match employee ID provided in employee file.

	Team Teaching Type 3
	Optional
	The type of team teaching situation for employee ID 3. Renamed for BFK Link 2014

	Create Blank Roster
	Optional
	In order to create a blank roster for this class, set this field to “Y” and leave the Student ID field blank.

	Location IRN (Attribute 1)
	Optional
	Indicates the physical location IRN where the class is held.  IRN may be a location outside of the district.  

	Provider IRN (Attribute 2)
	Optional
	Indicates the IRN of the Service Provider if the class is taught by a provider other than district staff

	Attribute 3
	Optional
	An additional attribute about the class.

	Attribute 4
	Optional
	An additional attribute about the class.

	Attribute 5
	Optional
	An additional attribute about the class.

	Attribute 6
	Optional
	An additional attribute about the class.

	Attribute 7
	Optional
	An additional attribute about the class.

	Attribute 8
	Optional
	An additional attribute about the class.

	Attribute 9
	Optional
	An additional attribute about the class.

	Attribute 10
	Optional
	An additional attribute about the class.





Term Guidelines
Specifying the term for a roster using codes that are easily interpreted will lead to a more accurate data load. Suggested values for term are as follows:

	Term
	Meaning

	FY
	Full Year

	S1
	Semester 1

	S2
	Semester 2

	T1
	Trimester 1

	T2
	Trimester 2

	T3
	Trimester 3

	S1D
	Semester 1 Double Block

	S2D
	Semester 2 Double Block

	Q1
	Quarter 1

	Q2
	Quarter 2

	Q3
	Quarter 3

	Q4
	Quarter 4

	123
	1st/2nd/3rd Quarter

	234
	2nd/3rd/4th Quarter

	134
	1st/3rd/4th Quarter

	124
	1st/2nd/4th Quarter

	6W1
	1st Six Weeks

	6W2
	2nd Six Weeks

	6W3
	3rd Six Weeks

	6W4
	4th Six Weeks

	6W5
	5th Six Weeks

	6W6
	6th Six Weeks

	13
	1st/3rd Quarters

	24
	2nd/4th Quarters



The double block entries should be used to indicate when a class covers a full year of content in a single semester.

5. OTHER EMPLOYEE FILES
The remaining three employee files use the same data attributes as the employee file. The main difference is their work assignment and the permissions they will receive when loading data into the system.  
· District Group Employee will be able to see reports that consolidate data across several school districts.  
· School Group Employee will be able to see reports that consolidate data across several schools within the district.  
· State Employee will have access to state wide reporting. The BFK•Link® solution also allows hiding student identifiable information to state level employees to comply with state regulations where applicable. 
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