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COLLECTION PERIOD

October 2, 2025 - August 5, 2026
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GENERAL COLLECTION INFORMATION

Source Files 

(C - Data Set)

Level 1 Reports 

Included

Who Reports?

• DN - Organization 

General Information

• DL - Grade Schedule

• Calendar Display Report

• Counts of DN Records Excluded

• Missing Report - Organization 

Attribute (DN)

All EMIS reporting 

entities educating 

students
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What should be included?

• All events from the initial Collection

• Any calendar events not previously 

reported such as

⚬ Planned days off (holidays)

⚬ Unplanned days off

⚬ Days shortened

⚬ P/T Conference and PD hours

The Final Calendar Collection is a continuation of the Initial Calendar Collection 

(Important for funding purposes)

General Collection Information

Report an event for anything that occurs from the first day of instruction until 

the last day of instruction that accounts for students not being in attendance.
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Community Schools

• 920 hours

All Other Reporting Entities

• Half-day KG = 455 hours

• Full-day KG through Grade 6 = 910 hours

• Grades 7 through 12 = 1001 hours

Your calendar is very important for funding purposes!

If you tell the DEW that your calendar has 100 days, then each 

day would get 1/100 of your funding daily.

If you say your calendar is 200 days, then you would get 1/200 of 

your funding daily.

Minimum Hour Requirements
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Calendar Group

• The calendar group includes three different sets of 

attributes: General, Teachers, and Students. These 

attributes together with matching School Grade 

Schedule (DL) Records comprise a complete calendar.

• For the Calendar Group, report grade level and 

attendance pattern as follows

⚬ ** if it applies to all students in the  organization 

IRN

⚬ GL** if it applies to all groups in a specific  grade 

within the district where GL  represents the grade 

level

⚬ GLAP if it applies to a select group of students in  a 

grade, where AP represents the  attendance pattern 

of the specific group  in this grade

DN - Organization General Information
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Calendar Group, General

C_CLDRSPEC is used to report a special calendar case for the total 

number of required hours. This attribute is not required to be 

reported if there are no special case calendars for the district

DN - Organization General Information
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Calendar Group, Teachers

C_PRFLMEET

• Used to report both full and partial day professional meetings for teachers. For 

professional meetings that occur between the first and last days of school, only include 

hours when school will not be in session. Include professional meeting time that occurs 

before the first day or after the last day of school if staff members are required to attend.

• Attribute date will be the day on which the professional meeting occurred

• Attribute number is the number of minutes for the duration of the professional meeting

C_PTCONFRC 

• Used to report both full and partial day parent-teacher conferences. For parent teacher 

conferences that occur between the first and last days of school, only include when school 

will not be in session. 

• Attribute Date is the day on which the parent-teacher conferences occurred

• Attribute Number is the number of minutes of the duration of the parent-teacher 

conferences

As part of the minimum hours, 

districts and schools may use:

• Up to two equivalent days 

for the purpose of 

individualized parent-

teacher conferences

• Up to two equivalent days 

for the purpose of 

professional meetings of 

teachers

DN - Organization General Information
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Calendar Group, Students

DN - Organization General Information
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Calendar Group, Students - Event Descriptions

C_DCMTYTKN – Full day taken for calamity situations

C_DPLANNED - Full planned day when group Is not in session; these days will 

include holidays, breaks, professional days, and parent-teacher conference days

C_DNOTPLAN – Full unplanned day when group was expected to be in session 

but was not, excluding calamity days

C_BLZZARD – Number of hours made up by online day plans for which the district 

is in compliance with ORC 3313.482. This can only be used at the district and/or 

building level

C_HSHRTWEA – Hours in session when group’s day was interrupted by weather

C_HSHRTPLN – Hours in session when a group’s day was shortened for a planned 

reason other than weather; this would include teacher professional days and 

days for parent-teacher conferences; report hours where both staff and students 

are expected to attend; if only staff, include in Teacher Days code above

DN - Organization General Information
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The Calendar Group, Student events must be entered as a day event for 

any day students are not in session between the first day and last day of 

school. When you use one of the Calendar Group, Teacher events, a day 

event for the Calendar Group, Student must also be used.

Calendar Group, Students - Event Descriptions, cont.

C_HSHRTNOP – Hours in session when group’s day was shortened for an 

unplanned reason other than weather such as early dismissals, late starts, mid-

day interruptions

C_HRSLNGTH – May be for calamity makeup added to a scheduled day or other 

reason

DN - Organization General Information
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C_YWKENDSA – For students who are to be in attendance on every 

Saturday between the first and last day of school

C_YWKENDSU – For students who are to be in attendance on every 

Sunday between the first and last day of school

C_YWKDAYMN – For students who are not expected to be in attendance 

on every Monday between the first and last day of school

C_YWKDAYTU – For students who are not expected to be in attendance on 

every Tuesday between the first and last day of school

C_YWKDAYWD – For students who are not expected to be in attendance 

on every Wednesday between the first and last day of school

C_YWKDAYTH – For students who are not expected to be in attendance on 

every Thursday between the first and last day of school

C_YWKDAYFR – For students who are not expected to be in attendance on 

every Friday between the first and last day of school

C_HRSWKEND – For a group that attends on a Saturday or Sunday that is 

not in the regular schedule and not reported via C_YWKENDxx; can be 

make up days

DN - Organization General Information
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Scheduling & Courses > Calendar Setup > Day Setup

Days
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Entering Student Day Events

Any day between the first day and last day of the school year that students 

are not in session must have a student day event entered

Day Events
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Regular day in session 

Day Detail – NO Day Event

Day not in session 

Day Detail with student Day Event only



**Note that the Staff 

Event has the Duration 

included in minutes and 

that the student event 

is entered first

Any day between the first day and last day of the school year that has a staff event 

(P/T Conf. or PD) must have 

• First

⚬ a student event (if day is shortened or not in session for the students), 

• And then

⚬ a staff event with the Duration entered on the event

Day Events
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Day not in session for students: 

Teacher Professional Development Day

Day Detail – with Staff and Student Day Events



**Note that the Start and End 

times have been added to 

indicate the 2 hour early 

dismissal and there isn’t 

anything entered in the 

Duration or Instructional 

Minutes areas

Planned Shortened Day for Students – no Staff Event

Day Detail with Student only Day Event

Day Events
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Unplanned shortened day would be reported the same way 

with the exception to the Type of Day Event reported



System Settings > Custom Data and Links > Core Attribute/Dictionary

Where do these Day Events come from?
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Unique Day Events

Sometimes you will need to report a day event for a specific population 

(whole grade or specific groups within a grade)

Examples – Staggered Start Days or different Senior Last Day

• For whole grade

       You will create the Day Event with a GL indicated only

Example for senior last day C_LAST12**

The attendance pattern of ** needs to be added to the Grade Level (see 

later slide)

• For specific groups within grade levels

       You will create the Day Event with a GL and AP

Example for staggered KG start groups C_FIRSTKGKA

The attendance patterns (example KA) need to be added to the Grade 

Level AND to each student enrollment record included in this group

NOTES:

18



Example of different Senior last day – setting up Day Event Type 

• Seniors are permitted to add the hours equivalent of up to and including three 

student days to their hours to meet the minimum number of required hours if 

they have early dismissal

• All Seniors will need to be participating

• Use the State Value in the Attribute/Dictionary under Day with the grade level 

followed by ** in place of an attendance pattern (because it is going to be the 

whole grade level) C_LAST12**

NOTES:
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For each group with a different attendance pattern, enter the corresponding 

attendance pattern on their Enrollment screen

• In the State Reporting Fields Area

NOTES:
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**NOTE:  

Attendance Patterns do roll forward with the next enrollment record and will need to be 

removed the following school year.



Entering Senior last day (C_LAST12**)
Scheduling & Courses > Calendar Setup > Grade Level Setup

Add the default attendance pattern of ** to the grade level

(You will need to do this every year, it does not roll forward with the grade 

levels from one year to another)

NOTES:

21

If you don’t have the Generic Attendance Pattern (**Default or N/A) set up in Attendance 

Patterns, you will need to add that, so it appears in the dropdown. 



Entering a Staggered Start for different groups

In this example we have two kindergarten groups. One group starts one day, 

and the other group starts the next (first group doesn’t attend on the second 

day and second group doesn’t attend on the first day)

• You will need three Day types

⚬ First day for group 1

⚬ First day for group 2

⚬ Planned day off for group 1

NOTES:
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First Day state event

C_START (then adds grade level KG) (then adds Attendance pattern KB and KA in the 

example)

Day off state event

C_DPLANNED (then adds the grade level KG) (then adds the Attendance pattern KB in the 

example)



What the day events will look like if 

• The District Start date is 8/21

⚬ Kindergarten boys start attending on 8/22

⚬ Kindergarten Girls start attending on 8/23 and Kindergarten Boys do not attend 

on 8/23

NOTES:
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System Settings > Custom Data and Links > Core Attribute Dictionary 

(+Definition – +Attendance Pattern – Dictionary)

Creating Attendance Patterns
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Verify the information is complete and accurate

• All Building IRNs are displayed

• All Grade Levels are displayed

• All Attendance Patterns are displayed

• First Day of School is accurate for each Grade 

Level/Attendance Pattern

• Last Day of School is accurate for each Grade 

Level/Attendance Pattern

• Hours Per Day is accurate for each grade 

level/Attendance pattern

The DL record uses Attendance Pattern, Building and District IRN, First Day of 

School, Last Day of School, Grade Code and Hours per day to calculate the FTE for 

funding.

DL - Grade Schedule
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INFINITE CAMPUS CHECKS

Period 

Times

Grade 

Levels

Student Day 

Instructional 

Minutes
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Scheduling & Courses > Calendar Set Up > Period Setup

Period Times
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Scheduling & Courses > Calendar Set Up > Calendar Information

Student Instructional Minutes
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Scheduling & Courses > Calendar Set Up > Period Setup



If you have students in 

the grade level in this 

calendar, do not mark as 

Exclude from state 

reporting.

If you do not have 

students in this grade 

level, mark as Exclude 

from state reporting

Scheduling & Courses > Calendar Set Up > Grade Level Setup

Student Instructional Minutes
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All grade levels for 

the calendar chosen 

should appear in the 

Grade Levels tab



Do an Advanced Search on Student By Grade

How to verify if there are students enrolled in a grade level?
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DATA COLLECTOR CHECKS

Grade Schedule 

Record (DL)

Excluded 

Records

Organization 

General 

Information 

(DN)

Calendar 

Display
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Organizational General Information Record (DL)
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You should see the day event for each calendar it has been applied for. The grade level being 

included and, if applicable, the attendance pattern



Calendar Display
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**See additional sheet from FY19 EMIS Alliance – Calendar Data Verification instructions to 

break down and review Calendar Display using Excel
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Using the calculation of Instructional minutes divided by 60 you should get the 

number that appears in the DL Hours per day
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REMINDER

For Preschool calendars, assign the PS students to a regular full day 

everyday calendar and adjust the student District Percent of Time on the 

enrollment screen to indicate their time
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META Cross Check

Calendar Checks

• Professional Meet/P/T Conf<Max

⚬ Total allowable hours – the hours per day reported in the DN record 

multiplied by 2, is the maximum allowed by ODE

• Student/Calendar Mismatch

⚬ Could indicate that a student is being reported on a State Calendar

⚬ Possibly have an invalid attendance pattern

• Students on Calendar under State Min

⚬ Checks student grade level and calendar min hours



Questions?
emishelp@metasolutions.net
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mailto:emishelp@metasolutions.net
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