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What is Linkage?

Linkage is a process that attributes instructional influence on student academic progress for core foundation
teachers of students in grades 4-8 with a STAAR exam, teachers of students in courses witha STAAR EOC
exam, and language acquisition teachers of students in grades 3-8 who take the TELPAS reading exam.

This includes:

o Verifying a roster of students taught throughout the year;

¢ Indicating the month(s) when students are in and out of the class; and

e Reporting the percentage of instruction for which the teacher was responsible for a given student in a
given subject.

Importance of Completing Linkage

The linkage process provides the opportunity for teachers and campus-based staff to review and verify the
data that is submitted to calculate their STAAR and TELPAS Comparative Growth analyses. Although
student data is obtained from the Student Information System, teachers have the opportunity to review this
information for accuracy and completeness and to report on the percentage of instructional time for which
they were responsible.

All student-teacher linkages submitted during this period are final. It is extremely
important to complete, review, and correct student-teacher linkages during the
stipulated time period.

Core foundation teachers who do not provide student-teacher linkages will have those student-teacher
linkages assigned by the support team and/or the principal.
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Step 1: Go to www.houstonisd.org/aim and log in on the “My Resources Login” tab.

Step 2: On the “My Resources Home” page, click the “Link” icon.

Welcome

LINK ePortfolio HOMEPAGE

Link teachers to students for View Comparative Growth Access resources and tools

growth measure calculations. reports, archived Value-Added related to the award programs

reports, and archived award and growth data.
notices

FOR ALL CAMPUSES DISTRICT-WIDE

Teachers of students in the following grade/subjects participate in the Linkage Period:

ELA grades 4-8

Math grades 4-8
Writing grades 4 & 7
Science grades 5 & 8
Social Studies grade 8

ESL/ELD (student is tested on TELPAS) grades 3-8

Algebra 1
English 1
English 2
Biology
US History

Campus-based teachers of the grades and subjects listed above at all campuses district-wide are
required to complete the linkage process.

Class rosters requiring review and percentage of instruction assignment are located in the “My Class
Rosters” section of the “Link’” page. This list should include each of your classes. Each class period could
have its own class roster. To begin reviewing a class roster, click Actions and then Begin.

If your list of rosters requiring linkage is incomplete, contact your principal or a support team

member to add the missing rosters!

© 2019, Battelle for Kids. All Rights Reserved.
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http://www.houstonisd.org/aim
https://portal.battelleforkids.org/Aspire/Core/BFKlogin.aspx?ReturnUrl=/Aspire/core/dashboard.aspx?sflang%3den&sflang=en

& Adams, James .
My Class Rosters Expected Linkages Show:| Active Rosters ¥ | Actions -
Class Name Students Status
Hamilton Middle School (049)
%Y ELABRDG MOD GRS (FY) (03) 2 Not Started
Ll Writing MOD GRS (FY) (03) 1 Mot Started Roster Action
& Begin
B natv MoD 6Rs (P (01) 4 Not Started g
& Copy Students
B natH MoD GRs (Fv) (06) 1 Not Started @ print

In the “My Class Rosters” section of your “Link” page, select Begin next to the class you want to review
and verify. The “Class Roster” page will display the list of students in section 1 on the class roster page.
Review the list of students to determine if there are any changes required.

Note: You may find it helpful to change the “class name” of your classes. Some teachers, for
example, find it easier to call classes “Math period 1,” “Math period 2,” etc. To change the class
name of your class rosters, click the Actions button, then select Edit (see below). You must be
in a roster to change the name.

Class Roster

] maTH MoD GRé (FY) (01) Status: Not Started

S Edit
Staff: Adams, James Subject Area: Math

& Copy Students
School: Hamilton Middle School (049) Class Schedule:  Full Year (Aug/Sep - May/Jun) View More | @ View Class History

If an error exists in your class roster, you can Add Students or Delete Students.

Class Roster
[X] maTH moD GRé (FY) (01) Status: Not Started Ple
Staff: Adams, James Subject Area: Math
School: Hamilten Middle School (0 Class Schedule:  Full Year (Aug/Sep - May/Jun)
\
0 ‘7 Add Students e Enter by months
Remove Students .
| taught these students during these months
Students (4) Grade From To
Set Values for All Students >>> Sep v May v
mith, Sally (0005478921} 6 Sep May
€3 Jones. Mitchen (0006985213) 6 Sep May
€3 Martinez, Elena (0001852585 6 Sep Mov
€3 Clark Ben (0001987568) 6 Sep Jan

Numbers on this diagram correspond to following explanatory text.

Adding Students
When students are missing from a class, you can modify the class roster to add students.

1. On the “Class Roster” page, select Add Students in section 1 (“I taught these students”) of the class
. roster to search for students by name, partial names, grade, or ID.
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2. To search for students, enter as much or little information as you wish. To narrow the search, enter
additional letters in the first and/or last name, grade level, and/or student ID. For example, if you’re
searching for a 5th grade student whose last name starts with “G,” then select “5” from the grade-level

pull-down list and enter “G” in the last name field. " Note! If you do not select a school, you will
be searching for all students in the district that meet your parameters! Therefore, it is strongly
suggested that you also select your school from the drop-down list.

Tip: If you are looking for a specific student, use the District Student ID number. If you are
looking for all students in a particular grade level at your school, use the grade level and school
drop-down menus.

Use this page to search for a student you would like to add to your student list. If that student does not exist, record the student’s name and contact your building Support Team.
Please Note: Students not in grades 3-8 do not require linkage.

School: Singleton Elem
District: Stnd Link Demo District #22A

Return

Course Name: Integrated English Language Arts 4-6 (050154)

First Name Begins With: Last Mame Begins With: G

District Student ID: (Last 4 digits or full ID) Grade Level: 5 |Z|

School: o

Search Return 4

2

%‘9 Add All ne District Student ID Grade
2 Add 3 yin 300440-224 5
5 Add juel 300105-22A 5

3. If the student is displayed in the results list, click the Add button beside the student name. If your search
returns more than one page of results, then use the page indicators at the bottom of the screen to see
more students matching your search criteria. Because there may be multiple students with the same
name, please be sure to pay close attention to the student’s grade level and student ID to select the
correct student. =

4. Select Return when you are finished.

Tip: Select All from the school drop-down to search across the district, or leave the school drop-
down pre-selected to your campus to see students from your current campus only.

5. If you have searched the entire district and still cannot find a student, you can submit a question to the
Research and Accountability Support Team by clicking Contact Support under the:
A. Actions button in the roster; or
B. Submit Support Ticket link in the “Resources” section on your “Link” page.

You can also contact your principal or campus support team member for assistance.
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Tip: If you want to add all students on your campus within a grade level (e.g., a 5th grade
science lab teacher who teaches all 5th grade students), then search for all students in a grade
and click the Add All button. Make sure the “school” drop-down shows the campus where
you would like to find all 5th grade students. If you are adding students to a new roster and
teach most students in a grade, you may want to “add all” and then remove a few students
rather than adding many students individually.

If students need to be removed from the class roster, you can modify the roster to remove them.

1. Select & to the left of the student name you wish to remove. Students removed from a roster will
appear at the bottom of the page under “Deleted Students.”

Add Students

| taught these students

Students (11)

tkinson, Katherine (300417-224)
hambers, Shelly (301109-224)

loyd, Julie (301012-224)

Grade
Set Values for All 5tudents = >=

L

5

c

A deleted student can be returned to the active roster by selecting the Restore link under the “Deleted

Students” list at the bottom of the roster.

€3 Maldonado, Velma (300244-144)
€3 Mercer, Joel (300897-144)
€3 Sheppard, Tracy (300671-14A)

= Deleted Students (1)
Student Grade
Woed, Joanne (300454-144) 5

oo
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Aug/Sep[] May/Jun [x] 100%[ =]
Aug/Sep [ =] May/Jun [~ ] 100% =]
Aug/Sep| =] May/Jun [ =] 100% =]

Action



Student start and end dates indicate the period of time when instruction was provided.

0 Add Students 9 Enter by months 0
Remove Students .
| taught these students during these months for
Students (22) Grade From To % of instruction

Set Values for All Students >>>  Aug/Sep ¥ | May/lun b b

Aug/Sep May/lun 20%
Aug/Sep May/Jlun 20%
Aug/s May/Jun 20%
Aug/Sep May/Jun 20%
Aug/s Aug/Sep 20%

QOct 20%

I May/Jun 2 20%

Aug/Sep

L R Y N "R O Y
U |D T |TD|T 3

Aug/Sep

1. On the “Class Roster” page, in section 2 (“during these months”), use the drop-down menu to indicate
the month when a student started in your class. ™ To save time, you can set the same value for all
students using the “Set Values for All Students” feature in the green first row.

Warning: Students’ start and stop months are pre-loaded from the Student Information System,
based on their start month and stop month at your campus and in your roster. That information
can be changed by selecting new start and stop months for a student. However, if you
inadvertently change the start and stop month for a student who was not in your classroom for
the entire year when you chose “Set Values for All Students,” and another teacher claims the
same student for the appropriate months, the student will be over-claimed for those months. This
will cause an alert, which will require you to change the start and stop months for that student, as
appropriate.

2. From the “End Month” drop down menu, indicate when a student left your class. & In many cases, this
will be the end of the school year. However, you should use the Enter by month option if, for example,
a student was in your class, moved to another, then returned, or if you were out on FML for several
weeks/months, or if you shared instruction of a student or group of students for only part of the school
year, etc. See the Entering Percentage of Instruction by Months section of this guide for more
information and detailed instruction on how to use this function.

Note: If you primarily teach a group of the same students in multiple content areas, you can
correctly establish one roster—set class enrollment and indicate percent of instruction—and then
copy all the students from that roster with linkage data to another class of a different content area
by clicking the Actions button, then selecting “Copy Students.” See the Copying and Replacing
Rosters section of this guide for more information and detailed instructions on how to use this
function.
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This function indicates the amount of instruction you provided for the given class and subject for the student
during the time he/she was enrolled in your class.

1. From the “Class Roster” page, use the drop-down menu to indicate the percentage of instruction you
provided a student. To save time, you can set the same value for all students using the “Set Values for
All Students” feature in the green first row.

2. Review your selections for accuracy, and select Submit to save your linkage.

Note: You should be able to read each line like this: *“I taught this student from Month A to Month
B for this % of instruction.”

If you were the only teacher for that subject for the student/class, the percentage of instruction for which
you were responsible should be 100%. This means that all of the students’ instruction in that subject is
attributable to you.

Do not account for student attendance in the percentage of instruction for which you are claiming.
If you were the only Math teacher for the student, you should claim 100% of instruction for the
student—even if the student only attended 50% of the days.

If a student was receiving instruction from more than one teacher for a particular subject, then all teachers
who were providing instruction should claim the student for a percentage of time. A few examples of this
include:

e Co-teaching situations: Both teachers will indicate a percentage of instruction that represents how
much instruction was provided by each. For example, if the students were taught one out of five
days a week by a Math specialist, then he/she may indicate 20% instructional time, and the primary
Math teacher would claim the student for 80% time, or four out of five days.

All of these scenarios are guidelines, not suggestions or recommendations. It is important to
remember that percentage of instruction claimed must reflect campus practice, and that
percentage assignments ultimately are a campus-based decision. If you need help in deciding
how much instruction you should be claiming, it is important that you discuss this with your
principal or a member of your support team.

e Double-blocking situations: At times, students are “double-blocked” for a particular core
foundation subject. In these situations, if more than one teacher is responsible for teaching the
content area, both teachers should claim the student. If, for example, the student is with both Ms.
Jones and Mr. Sanchez five days a week, each teacher may be responsible for an equivalent amount
of instruction. In these situations, the teachers could claim the student for 50% time each, which
totals to 100% instruction in the given subject for that student.
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e Double-blocking plus co-teaching: There may be students who are double-blocked for a subject
(therefore 50% instruction from Ms. Jones and 50% instruction from Mr. Sanchez), but where Mr.
Sanchez works with a co-teacher (Ms. Carter). In this situation, Ms. Jones might claim the student
at 50% time, while Mr. Sanchez and Ms. Carter might claim the student at 30% and 20% time,
respectively.

This function allows data to be reflected more accurately where there may be multiple entries and exits
from the classroom. The “Enter by months” mode can be used for as little as one and as many as all students
on the roster, but does not have to be used for every student or by every teacher.

When Should “Enter by Months” Mode be Used?
“Enter by month” mode is not necessarily for everyone. Here are a few examples of when to use this feature:

1. One or more of your students left part way through the school year and then came back. You were not
responsible for his/her instruction for a period of time in the “middle” of the class/year.

2. You left part way through the school year and then came back. You were not responsible for student
instruction for a period of time in the “middle” of the class/year.

3. You were responsible for all students at 100% time except for the months of February and March, when
your students received additional instruction from a specialist.

How Do | “Enter by Months™?
1. From the Class Roster page, select Enter by months.

Class Roster

1110 - FY (1) - Reading (FY) Status: Not Started
Staff: Subject Area:  Reading
School: Elementary School (359) Class Schedule: Full Vear (Aug/Sep - May/Jun) View More Information
(1) Add Students (2] (3]
| taught these students during these mon for
Students (21) Grade From To % of instruction
Set Values for All Students > 5> Aug/Sep| =] May/Jun [~ [~]
Qe 1 Aug/Sep[~] May/Jun [7] 80% [v]
hyala 1 Aug/Sep[~] May/Jun [*] 80% [v]
@Campos, ’ 1 Aug/sep[ 7] May/Jun [ 7] 0% [*]
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Sections 2 and 3 combine showing nine months of instruction. Select the appropriate values from the
drop down menu to indicate the percentage of instruction you provided that student during each month.
If the student was not in your classroom for the majority of the month, select “0%” for that month.
(Please note that data entered by month can only be edited by month.)

0 Add Students 9 Enter ear

| taught these students during these months for % of instruction
Students (11) Grade Aug/5ep Oct Nov Dec Jan Feb Mar Apr May/Jun
Set Values for All Students >3>> [~] [~] [~] [~] [~] [~] [~] [~] [~]
€3 Atkinson, Katherine (300417-224) 5 100% 100% 100% 0% 0% 0% 100% 100% 100%
€3 Chambers, Shelly (301102-224) 5 80% 80% 80% 80% 80% 80% 80% 80% 80%
€3 Floyd, Julie (301012-224) 3 100% 100% 100% 100% 100% 100% 100% 100% 100%

If you need to make changes to most or all students (for example, your students received additional
instruction from a specialist for 2 months), you can set the same value for all students using the “Set
Values for All Students” feature in the green first row and then make any student-specific changes.

o Add Students 9 Enter ear

| taught these students during these months for % of instruction
Students (4) Grade Aug/Sep Oct Nov Dec Jan Feb Mar Apr May/Jun
CREmG CRENC NG
€3 Atkinsan, Katherine (300417-14A) 3 100% 100% 100% 50% 50% 100% 100% 100% 100%
€3 Chambers, Shelly (301109-14A) 3 100% 100% 100% 50% 50% 100% 100% 100% 100%

You can toggle back and forth between “Enter by months” and “Enter by year” modes. To toggle back
to “Enter by year” mode, select Enter by year.

0 Add Students 9 Enter ear
| taught these students during these months for % of instruction
Students (4) Grade Aug/Sep Oct Nov Dec Jan Feb Mar Apr May/Jun
Set Values for All Students >3>> (=] (=] [=] s0% [x] [s0% [x] (=] =] [~] [~]
@ Atkinson, Katherine (300417-14A) 5 100% 100% 100% 50% 50% 100% 100% 100% 100%
&3 Chambers, Shelly (301109-14A) 5 100% 100% 100% 50% 50% 100% 100% 100% 100%

Review your selections for accuracy, and select Submit at the bottom of the class roster to save your
linkage changes and submit for principal approval.

0 Add Students 9 Enter ear

| taught these students during these months for % of instruction
Students (4) Grade Aug/Sep Oct Nov Dec Jan Feb Mar Apr May/Jun
Set Values for All Students >>> [=] [*] [=] |s0% [=] |[s0% [=] [~] [~] [~] [~]
3 Atkinson, Katherine (300417-14A) 3 100% 100% 100% 50% 50% 100% 100% 100% 100%
€3 Chambers, Shelly (301109-14A) 3 100% 100% 100% 50% 50% 100% 100% 100% 100%
&3 Floyd, Julie (301012-144) 5 100% 100% 100% 50% 50% 100% 100% 100% 100%
€3 Guerrero, Kyle (300167-144) E 100% 100% 100% 50% 50% 100% 100% 100% 100%

(Costmit icarce |
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Examples of Entering by Months

@ Note: The following are examples only—everyone’s situation is unique.

Example 1: The teacher provides 100% of instruction for Katherine when she is in this classroom. Using
“Enter by months” mode, select 0% for the winter months when Katherine was not in this classroom.

0 Add Students e Enter ear

| taught these students during these months for % of instruction
Students (4) Grade Aug/Sep Oct Nov Dec Jan Feb Mar Apr May/Jun
Set Values for All Students »>> [+] [+] [~] [~] [~] [~]
€3 Atkinson, Katherine (300417-14A) 5 100% 100% 100% 100% 100% 100%
€3 Chambers, Shelly (301109-14A) 5 50% 50% 50% 50% 50% 50% 50% 50% 50%
€3 Floyd, Julie (301012-144) 5 100% 100% 100% 100% 100% 100% 100% 100% 100%

Example 2: The teacher provides 50% of instruction for Shelly when she is in this classroom. Select 0%
for the winter months when Shelly was not in this classroom. In this case, another teacher should link the
student for the other 50% of instruction in this subject area.

0 Add Students e Enter ear
| taught these students during these months for % of instruction
Students (4) Grade Aug/Sep Oct Nov Dec Jan Feb Mar Apr May/Jun
Set Values for All Students >>> [~] [~] [~] [~] [~] [=] [~]
@ Atkinson, Katherine (300417-144) 5 100% 100% 100% 0% 0% 0% | 100% 100% 100%
€3 Chambers, Shelly (301108-144) 3 | 50% 50% 50% 0% 0% 0% 50% 50% 50% |
€3 Floyd, Julie (301012-144) 5 100% 100% 100% 100% 100% 100% 100% 100% 100%

Example 3: The teacher provides 100% of instruction for Julie for the entire school year. Use “Enter by
year” to make revisions to Julie’s data.

o Add Students 9 Enter ear
| taught these students during these months for % of instruction
Students (4) Grade Aug/Sep Oct Nowv Dec Jan Feb Mar Apr May/Jun
Set Values for All Students >>> [~] [=] [=] [~] [~ [~] [=] [=] [~]
€ Atkinson, Katherine (300417-144) 5 100% 100% 100% 0% 0% 0% | 100% 100% 100%
€3 Chambers, Shelly (301109-14A) 5 50% 50% 50% 0% 0% 0% 50% 50% 50%
€3 Floyd, Julie (301012-14A) 3 100% 100% 100% 100% 100% 100% 100% 100% 100%

Selecting “Enter by year” will display sections 2 and 3 separately where Julie’s data can be changed. You
will need to toggle back to “Enter by months” mode to change Katherine or Shelly’s data.

0 Add Students 9 Enter by months 9

| taught these students during these months for
Students (4) Grade From To % of instruction
Set Values for All Students >>> Aug/sep ] May/Jun [ =] (=]
€3 Atkinson, Katherine (300417-144) 5 Entered by month
€3 Chambers, Shelly (301109-14A) 5 Entered by month
€ Floyd, Julie (301012-144) 5 Aug/Sep| = May/Jun = | 100z =] |
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1. Review “Class Roster” page for accuracy.

2. Click the Submit for Approval button at the bottom of the page to save and submit your changes.

Note: If you have a large list of students, you may need to scroll down to see the bottom of the
screen.

&3 Martinez, Elena (0009517532) 6 Sep Nawv 4
€3 Clark. Ben (0001478963) 6 Sep MNov o

’ Save ” Submit for Approval ” Cancel ]

3. Ifyousstill have information to verify on your roster but need to stop working on it now, click the Save
button to save your work. You may later return to continue your verification and make further updates
as needed by clicking Edit to go back into the roster.

&3 Martinez. Elena (0009517532) 6 Sep Nov 100%

&3 Clark. Ben (0001478963) 6 Sep MNov 50%

’ Save ]nubmitforﬁpproval ” Cancel ]

Remember: Clicking Save does not submit your roster for approval. If you “Save” your roster
for later, you must re-enter the system, and then select Submit for Approval to submit your roster
for approval prior to the deadline.

4.  After submitting your roster for approval, the “Statement of Accuracy & Completeness” dialog box
will appear. Click the OK button. The class roster status will be updated to “Submitted” and will
automatically be set for Principal Review and Approval.

e Statement of Accuracy & Completeness
[ understand that the data I am submitting will be used to determine academic gains. Therefore,
by submitting the data, [ attest that it is complete and accurate to the best of my knowledge.

( ok v/f Cancel )s_l

Note: If you click Cancel, you will return to your roster with the changes you made. However,
your changes have not been saved. You can continue to make additional changes and save them
at that point, or you can close the roster and lose your changes.

5. Repeat this step for each of your class rosters. You can review and, if necessary, update class rosters
up until the Teacher Linkage Period ends—even if you have already submitted them.
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This function allows you to copy students from one class that you taught to another class that you taught to
create a combined list of students.

When Do | Copy/Replace Rosters?

This function can be used by teachers who teach the same group of students for the same months at the
same percentage of instruction for more than one core content class. For example, if you teach ELA, Math,
and Social Studies to the same students, you can complete one of your rosters, then copy that roster to the
other two content areas.

This can save you time and effort, and result in more accurate linkage for all of your content areas.

Copying rosters is useful for ensuring all of the same students appear across all content areas you teach
before you start adjusting months and assigning percentages of instruction—that Johnny was not
inadvertently left off of your Math roster, for example. Replacing rosters is useful for ensuring that all of
the same students, for the same months, at the same percentage of instruction are linked across all of the
content areas you teach.

How Do | Copy Rosters?
There are two ways to copy students. From the “Class Roster” page, click the Actions button and select
Copy Students.

My Resources > Link > Class Roster

[
Class Roster
1110 - FY (1) - Reading (FY) Status: Not Started m
Staff: Subject Area:  Reading . Edit
School: Elementary School (359) Class Schedule: Full Year (Aug/Sep - May/Jun) View Mo|Q&®  Copy Students
B Contact Support Team
0 Add Students 9 Enter by months 6
| taught these students during these months for
Students (21) Grade From To % of instruction
Set Values for All Students >>> Aug/sep 7| May/Jun =] (=]
A cF 1 Aug.ﬁ'SepE May/Jun |z| 80% |z|
©4yala, Ayden Elias (1628589) 1 Aug/sep[ ] May/Jun 80%
€3Campos, Jazmin Guadalupe (1632530) 1 AUQ.-"SEPE May/Jun |Z| 80% |Z|

Or, from the “Link” page, which lists all of your rosters, click Copy Students.

Link

‘ Learn | Link | Award | ePortfolio Support

& Andrews, James (99999) Roster Verification
My Class Rosters Expected Linkages Show: | Active Rosters 7 | IR (LTI T:;;;‘;?Z;jj

Class Name Students Status e T e
Parker Elementary (215) Due by May 25

Reading Merged 22 Mot Started
%Y  Spanish Lang Arts (FY) (1) 22 Not Started Roster Actions
LA Spanish Lang Arts 2nd section (FY) (1) 22 Mot Started U ri (principal)
m Spanish Mathematics (FY) (1) 22 Not Started Payne, Linda
= Tentative Award Information Resources
A e @ Princinal Checklist
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Next, select “Copy Student Roster” by selecting the “Continue” button.

From

Staff: Hammond, Brandon
Class: Integrated English Language Arts 4-6 (59 students)

Copy Student Roster m

All Students from this class will be copied More — —

All of the students in the roster you are copying will be put into another roster, as well as any other students
who are already in the receiving roster. For example, the roster you are copying from contains students A,
B, C. The roster you are copying to contains students C, D, E, F. Once complete, the roster you are copying
to will contain students A, B, C, D, E, F. Student C will not be duplicated, and Students D, E, and F will
not be lost or deleted.

To copy the current months and percentage of instruction settings with the student, click the “Include
membership and % instruction” button inside the box.

Copy Student Roster

@'n:lude membership and % instruction

- lembership and % Instruction will be copied

- Default to entire term and 0% instruction
~ Student roster will be replaced

(Recommended selection) Include membership and % instruction: The months and
@ percentage of instruction in the class roster will be transferred with the students. If you have not

yet completed the linkage process, the months that were automatically populated from the

Student Information System will be transferred with the students.

(Not recommended) Default to entire term and 0% instruction: The months and percentage
@ of instruction in the class roster will not be transferred, and default values (From: Sept. to

May/June, % Instruction is 0%) will be used instead. The months that were automatically

populated from the Student Information System will not be transferred with the students.

Select the class(es) to which you want to copy the roster, then click Continue.

Name Code Student
I__ Integrated English Language Arts 4-6 16

H Integrated English Language Arts 7-8 0

E Science 2 0

E Science 4-6 40

-
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How Do | Replace Rosters?

This function allows you to replicate the class roster of one of your classes to some or all of your selected

classes.

From the “Class Roster” page, click the Actions button and then select Copy Students.

My Respurces » Link > Class Roster
Class Roster
.. 1110 - FY (1) - Reading (FY) Status: Not Started
Staff: Subject Area:  Reading ~ Edit
School: Elementary School (359) Class Schedule: Full Year (Aug/Sep - May/Jun) S Copy Students
B Contact Support Team
0 Add Students 9 Enter by months 0
| taught these students during these months for
Students (21) Grade From To % of instruction
Set Values for All Students > 5> Aug/Sep May/Jun
Qe Carlos Frank (1621955) 1 Aug/sep[~| May/Jun =] 80% [7]
€34yala, Ayden Elias (1628589) 1 Aug/sep[ ] May/Jun 80%
€3Campos, Jazmin Guadalupe (1632530) 1 Aug,’sepE May/Jun |Z| 80% |Z|

Or, from the “Link” page, which lists all of your rosters, click Copy Students.

& Andrews, James (99999)

My Class Rosters Expected Linkages

Show: | Active Rosters ¥

Class Name Students Status Review and Approval
Parker Elementary (215) Due by May 25
Reading Merged 22 Not Started
LA Spanish Lang Arts (FY) (1) 22 Mot Started Roster Actions
LA} Spanish Lang Arts 2nd section (FY) (1) 22 Not Started @ e ri (principal)
C Stud i
m Spanish Mathematics (FY) (1) 22 Nat Started ‘ Payne, Linda
ot

Mar 28 - Apr 29
Ends in 16 days

Next, select “Replace Student Roster” by selecting the Continue button.

From
Staff: Hammond, Brandon
Class: Integrated English Language Arts 4-6 (59 students)

Copy Student Roster

All Students from this class will be copied More

Replace Student Roster
Student roster will be replaced More

¥ -

All of the students in the roster you are copying will replace any students who are already in the receiving
roster. For example, the roster you are starting with contains Students A, B, C. The roster you are replacing
contains Students C, D, and E. Once complete, the roster you replaced will contain Students A, B, and C.

Student C will not be duplicated, and Students D and E will be deleted.

2019-2020 Linkage User Guide for Teachers and Campus-Based Staff Members
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To copy the current months and percentage of instruction settings with the student, click the “Include
membership and % instruction” button inside the box.

B Copy Students x

From

Staff:  Baird, Peggy
Class:  Integrated English Language Arts 4-6 - 48 students

Action: Copy Student Roster

Copy Student Roster

5 Jinclude membership and % instruction
s IMembership and %6 Instruction will be copied

- Default to entire term and 0% instruction
~ Student roster will be replaced

(Recommended selection) Include membership and % instruction: The months and
@ percentage of instruction in the class roster will be transferred with the students. If you have not

yet completed the linkage process, the months that were automatically populated from the

Student Information System will be transferred with the students.

(Not recommended) Default to entire term and 0% instruction: The months and percentage
@ of instruction in the class roster will not be transferred, and default values (From: Sept. to

May/June, % Instruction is 0%) will be used instead. The months that were automatically

populated from the Student Information System will not be transferred with the students.

Select which class(es) to which you want to copy the roster, then click Continue.

B Copy Students 53

(Sl
From

Staff:  Baird, Peggy
Class:  Integrated English Language Arts 4-6 - 48 students
Action: Copy Student Roster

Include membership and % instruction

To

Staff: Baird, Peggy

Name Code Student
H Integrated English Language Arts 4-6 18

H Integrated English Language Arts 7-8 0

E Science 2 0

@Y science 4-6 40

|
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Helpful Hint: If you are a self-contained teacher, you may want to complete linkage in one
roster, and then Replace Student Rosters to all the other rosters. If you taught slightly different
students in the other subjects, you can edit the individual subject rosters to indicate additional
students taught.

How Do | Merge Rosters?
If rosters are the same subject, staff can merge them.

If you have multiple class rosters in the same subject area (e.g., MTH20680, MTH20670, MTH2061G, and
MTH20630) and wish to merge them into a single roster, you may do so using the “Merge Classes” function.
This will give you one single roster that contains all of your students for that content area. This is particularly
useful for teachers who have many rosters that represent the same class, or many rosters that represent the
same course. This can help you to eliminate duplicated students and to reduce the number of over claimed
student alerts.

From the “My Class Rosters” page, click the Actions button and then select Merge Classes. [ %

‘ Bonifas, Luz (STF-00000019)

My Class Rosters Expected Linkages Show: | Active Rosters ¥
Class Name Students Status ‘?;ff Actions
Hall Middle School {999) Merge Classes I
@ Print Al Rosters

l2a ELA&RDG MOD GR6 (FY) (03) 2 Mot Started ACUGIS

LWl Writing MOD GR6 (FY) (03) 1 Not Started Actions ¥

B  watH mop Gra (Fv) (01) 4 Not Started Actions =

m MATH MOD GRS (FY) (06) 1 Mot Started Actions -

A pop-up will display classes in the same subject area. Select the Continue button next to the group to
merge. |2

s
B Merge Classes X
Staff: Andrews, James (99993)
[ m™ath - 2 classes, 5 students 2 | Continue =
Full Year (Aug/Sep - May/Jun)
| Close 3% |

Select the classes to merge by clicking in the boxes—two or more from the list of classes in that subject.
Next, provide details for the resulting class.
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Helpful Hint: You do not need to select a specific course to merge the classes into; you can and
should use the Default course, which is listed first on the drop-down menu. The class name can
be anything you want to name it (e.g., Ms. Jones Algebra I Class).

Then, click on Merge Classes. (8]

B Merge Classes e
Staff: Bonifas, Luz (STF-00000019)
Merge From:
[ wat
Full Year (Aug/Sep - May/Jun)
ATH MOD GR& (FY) (06) - 1 student
ATH MOD GR6 (FY) (01) - 5 students
Select All Clear All
Merge Into:
Course: [ MATH MOD GRS (MTH06206) [+] Period: {Optional)
Class Name: | Class Code: {Optional)
Merge Classes s
[b Previcus H Close ¥ l

The resulting class will appear in the Active Class list, and the source classes will be deleted.
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At the bottom of your “Link” page, you will see the “Teacher Alerts and Notifications” section.

= Teacher Alerts and Motifications - Last run on 4/25/2012 11:07 AM

+ Student Completion Alerts

v Student claimed more than 100% (More) 0 Alerts
- Student claimed when not expected [More) 0 Alerts
1 Student claimed less than 100% (More]

~ Teacher Completion Alerts

v Rosters with no students (More) 0 Alerts

These alerts will help you identify issues that may occur when students on your rosters are over claimed,
under claimed, or claimed when they were not at your campus. An alert is also generated when you have
empty rosters.

Click on the Alerts link at the right to display a list of alerts in that category.

Note: If there are “0 Alerts,” you cannot click the Alert link. You may only click an alert link
when there are one or more alerts to be corrected.

1. Click View/Edit to display the “Link detail” page. This page will show you details for that student,
including each teacher who has claimed that student and for what percentage of instruction for each
month of the school year. An example is shown here:

Alert Details

Staff: Bartlett, Joan (30168-41A)

Alert Category: Student Completion Alerts Alert Type: Student claimed more than 100%
This alert checks for students who are claimed in an unbalanced manner more than 100% in any subject. Click on the ViewyEdit link below to view the individual student linkage report and
fix linkages where appropriate.

~ Hamilton Middle School

Alert Details Action
Barrett, Leonard (Grade 8) @

2. You may need to make corrections on your own roster, or discuss the percentage of instruction
claimed with another teacher who may need to make corrections.
3. You may want to check your alerts several times during the Teacher Linkage Period as details will

change when other teachers submit their own rosters.
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Barrett, Leonard (300044-41A) Grade: 8

Show: | All Content Areas v

Class Teacher Aug/Sep  Oct Nov Dec Jan Feb Mar Apr May/lun
Language Arts

Bartlett, Joan 100 100 100 100 100 100 100 100 100
Larsen, Alvin 100 100 100 100 100 100 100 100 100
Language Arts Total: 200% 200% 200% 200% 200% 200% 200% 200% 200%

Math
I vsth (ADV-Math-1) Freeman, Harold 0 0 0 0 0 0 0 0 0

Math Total: LS 0% 0% 0% 0% 0% 0% 0% 0%
Science

B science (sc1-1) Mcknight, Robert 0 0 0 0 0 0 0 0

[
Science Total: (23 0% 0% 0% 0% 0% 0% 0% 0%

55| Social Studies (S5-1) Mcknight, Robert 0 0 0 0 0 0 0 0 ]

Manths not in Bradshaw Elem (DD41A_101):

Social Studies

4. The check boxes at the bottom are disabled (for viewing only). They will display a v'if one has been
set by the principal or support team member indicating that a student was not receiving instruction
from your campus for the majority of the month(s) checked.

5. Click on the roster name to go directly into your roster. From the roster, you can make changes to
the information for the student that is causing the alert.

You can only make changes to your own rosters. If you find a change that needs to be made is in another
teacher’s roster, you should discuss that change with the other teacher. If this is unsuccessful, and you need
assistance in correcting an alert, please contact your principal or a support team member. Please note that
the Research and Accountability team cannot assist with changes to your rosters or another teacher’s
rosters; this must be done at the campus-level, either by the teachers or support team members.

After you have submitted your roster(s) for approval, your principal or a support team member may find it
necessary to make changes to your roster prior to approval. If changes are made to your roster, you will
receive an automatically-generated email informing you of a change and the roster affected. This will allow
you to review the changes that have been made to your roster, and to discuss them with your principal or
support team before linkages are used for analysis.

Your principal and support team have until May 22, 2020 to clear any outstanding alerts and approve all
rosters on your campus.

@ Note: When changes are made to teacher linkages or rosters, the date of change and the staff

member who made the changes are documented within the underlying data on the AIM portal.

Teachers will also be informed by email if any changes are made to their rosters after they have
submitted the rosters for approval.
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If you believe there is a problem with any changes made to your roster by your principal or support team
member, please discuss this with them by May 22, 2020 (the last day of the Principal Review and Approval

Period).

You will also receive an automatically generated email informing you when your roster has been approved.

O

My Resources > Link =

Class Roster

Class Roster

Now Available! Teachers, support team members, and principals can see the changes that were
made to their rosters—and who made these changes.

| ESL/ELD (FY) (1)

Status: Not Started

ACTIONS

Staff:
School :

Andrews, James

Parker Elementary (215)

Subject Area:

Class Schedule:

Reading
Full Year (Aug/Sep - May/Jun)

View Maorg

Students (22)

| taught these students

Add Students

Set Values for All Students >>>  Aug/Sep

Remove Students

Grade

9 Enter by months

during these months
From To

¥ May/lun

View Class History

Contact Support Team

% of instruction

/
@
@ Viewswmdent History
[-~]
]

Print

v

To view the history of changes made to a class, choose “View Class History” from the Actions button on a

roster.
Class Audit History
... ESL/ELD (FY) Status: Approved
Staff: Andrews, James Subject Area: Reading Switch to Student View
School: Parker Elementary (215) Schedule: Full Year (Aug/Sep - May/Jun)
Modified On ~  Modified By Modification Course Schedule Class Code Class Name  Class Period Status (o)
5/23/2015 Smith, Sam ESL/ELD (1155) v @ 1 ESL/ELD (FY) Approved
12:25 PM
5/13/2015 Andrews, lames ESL/ELD (1155) FY 7] 1 ESL/ELD (FY) Submitted Details
4:42 PM
5/12/2015 Andrews, James ESL/ELD (1153) EY ﬁ 1 ESL/ELD (FY) Submitted Details
6:02 PM
4/15/2015 LinkDatal oader, ESL/ELD (1155) 2T ] il ESL/ELD (FY) Not Started
1:57 PM LinkDataloader
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Getting Help

This section provides a listing of the resources available to assist teachers during the Linkage
process, from start to finish.
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Username and Password Support
The HISD Help Desk is available for username and password assistance at (713) 892-7378. Help Desk staff
will only be able to provide username and password support, and are not in the position to answer questions
related to the Linkage system or process. You may also use the “Forgot Password?” feature on the portal.
Charter school employees who do not know or remember their username should email
research@houstonisd.org for assistance.

Campus-Level Support
Teachers should seek assistance from their principal and campus support team members. The support team
is displayed on the “Link” page.

PowerPoint Slides
PowerPoint slides with screenshots are also available 24/7 on the AIM portal.

Online Support
Teachers can submit an electronic help ticket if they need assistance during this process.

[s———
Home > My Support
My Support From the Link screen, you will be able to
[t | Gow | Awad | cpomaio | swport | find these tabs. Click on the “Support” tab.
+ I

MNo support tickets found

Create a new support ticket

From the Home
screen, click “Help.”

YOU HAVE NO SUPPORT TICKETS.

General support for teachers will be available through the Support System on the portal. Users submit
questions online, and a “case” or support ticket is created. If you submit a question online, you will have to
log back into the portal to review responses.
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mailto:research@houstonisd.org

The BFK Help Desk is available at (866) 543-7555 Monday through Friday from 7 a.m.—4 p.m. CST to
help with:

e Accessing the AIM portal

Logging into the AIM portal with username and password

Locating/navigating the BFKeLink system

Locating support team members as listed on the “Link” home page

Locating missing students

Adding missing students to the AIM portal (note that the Help Desk cannot add missing students to
rosters—only to the portal itself)

Questions should be specific to the Linkage process only, not to Comparative Growth reports.

Teachers may contact the Research & Accountability office to directly connect with members of the
Linkage Support Team at research@houstonisd.org.
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