	EMIS STAFF EMPLOYMENT ELEMENTS (CK)
	Reporting Period K
	Record Field #
	ODE Element/Definition
	Reporting Instructions
	Alpha EMIS Field Name 
Staff Employment File
	USPSWEB Field Name
EMIS Entry Screen
Staff Employment Data
	USPS Field Name
POSSCN
N/A=field doesn’t appear on POSSCN
	USPS Field Name
JOBSCN
N/A=field doesn’t appear on JOBSCN

	CK220
	ASSIGNMENT AREA/ The six digit code that more completely defines the position
	Required for some position codes.  Only one assignment area for each employment record.
	Assignment Area
	Assignment Area
	Assign Area
	Assign Area

	CK090
	BUILDING IRN/ Information Retrieval Number
	Building where staff member is assigned (except ESCs and JVSDs – use district IRN)
	School IRN
	Building IRN
	Building IRN
	Building IRN

	CK240
	CERTIFICATE/LICENSE APPLICATION/ Indicates if the staff member has applied for, but has not yet received the required certification/licensure for this position
	Only required for certified/licensed positions
	Certificate Appl.
	Certification Appl.
	Certificate applic.
	N/A

	CK050
	EMPLOYEE ID/ Unique code assigned to the staff member
	Identifier used on all staff records:  Demographic (CI), Employment (CK), Course (CN) and Contractor Staff (CJ)
	(field isn’t labeled – FIND Line has SSN-use value extracted from USPS)
	(field isn’t labeled – FIND Line has SSN-use value extracted from USPS)
	ID – shows value of EMPLOYEE ID from BIOSCN
	ID – shows value of EMPLOYEE ID from BIOSCN

	CK210
	EXTENDED SERVICE/ # of days for which the supplemental salary is claimed
	ESCs ONLY
	Extended Service
	Extended Service
	Extended service
	Extended service

	CK260
	GRADE LEVELS ASSIGNED – LOW/ Lowest grade in the range this staff member is assigned to teach or supervise
	Required in some instances
	Low/High Grade Level
	Low Grade Level
	Position Information:
   Low/High grade
	Low/High grade




	Record Field #
	ODE Element/Definition
	Reporting Instructions
	Alpha EMIS Field Name 
Staff Employment File
	USPSWEB Field Name
EMIS Entry Screen
Staff Employment Data
	USPS Field Name
POSSCN
N/A=field doesn’t appear on POSSCN
	USPS Field Name
JOBSCN
N/A=field doesn’t appear on JOBSCN

	CK270
	GRADE LEVELS ASSIGNED – HIGH/ Highest grade in the range this staff member is assigned to teach or supervise
	Required in some instances
	Low/High Grade Level
	High Grade Level
	Position Information:
   Low/High grade
	Low/High grade

	CK160
	LENGTH OF WORK DAY ELEMENT/ Total hours worked during a normal day, excluding lunch
	Report # of hours to the nearest quarter hour, including breaks and planning periods.  Do not report for position types “T” (Temporary) or “S” (Supplemental)
	Length of Work Day
	Optional EMIS Contract Fields: Len. Wrk Dy/Hrs Dy
If blank, Len. Wrk Dy/Hrs Dy
	N/A
	EMIS Contract Info:
  Hours per day
If blank, Hours per day

	CK250
	LOCAL CONTRACT CODE/ Unique # assigned by district which differentiates between multiple contracts
	
	Contr
	Local Contract/Job
	Job
	Job

	CK190
	PAY AMOUNT/RATE/Annual salary amount or hourly pay 
	Report annual salary or hourly rate as it was on the last day of count week
	Pay Amount
	Optional EMIS Contract Fields: Pay/Cont. Amount
If blank, Salary Amount
	N/A
	EMIS Contract Info:
   Contract amt
If blank, Contract Obligation used

	CK180
	PAY TYPE/ Indicates if the pay is hourly or an annual salary
	
	Calculated field during USPEMX
If Contract Amount ≠ 0; then Pay Type = “A” annual
If Contract Amount = 0 and Pay Unit = 1 (hourly); then Pay Type = “H” hourly
If Contract Amount = 0 and Pay Unit = 2 (daily) and Hrs. per day ≠ 0; then Pay Type = “H” hourly
If Contract Amount = 0 and Pay Unit = 2 (daily) and Hrs. per day = 0 and work days ≠ 0; then Pay Type = “A” annual
	N/A
	N/A
	N/A

	Record Field #
	ODE Element/Definition
	Reporting Instructions
	Alpha EMIS Field Name 
Staff Employment File
	USPSWEB Field Name
EMIS Entry Screen
Staff Employment Data
	USPS Field Name
POSSCN
N/A=field doesn’t appear on POSSCN
	USPS Field Name
JOBSCN
N/A=field doesn’t appear on JOBSCN

	CK060
	POSITION CODE
	See Appendix D
	Pos
	Position Code
	Position Information: Code:
	Position Code

	CK100
	POSITION FTE
	1.0 FTE is a full-time assignment
	Position FTE
	Optional EMIS Contract Fields: FTE
If blank, FTE
	FTE
	EMIS Contract Info:
   FTE
If blank, Salary Schedule:
   FTE

	CK130
	POSITION FUND SOURCE: First, Second, Third
	
	Funding Source Code
	Position Funding: Code
	Position Funding:
   Code:
	Code

	CK120
	POSITION FUND SOURCE PERCENT:  First, Second, Third
	Must equal 100% 
	Percent
	Position Funding: Percent
	Percent
	%

	CK300
	POSITION SEPARATION DATE/ The last date of employment of the staff member for a SPECIFIC POSITION
	The “separation” elements are required when a staff member changes position codes or is a re-employed retiree.  
	Sep. Date
	Separation Date
	Separation:
   Date
	(field not labeled on this screen)

	CK230
	POSITION SPEARATION REASON
	See above
	Separation Reason
	Separation Reason
	Separation:  Reason:
	Separation reas

	CK080
	POSITION START DATE/ Date staff member began work in this position
	This date indicates the starting date for the specific position, not when the employee started at the district.
	Employment Date
	Employ./Start Date
	Position Information:
   Start:
	Pos. start

	CK070
	POSITION STATUS/ Employee’s current relationship with school board in this position
	Required for all employment records
	Position Status
	Position Status
	Position Information:
  Status:
	N/A

	CK140
	POSITION TYPE/ Type of employment
	Regular, Temporary, Supplemental
	Position Type
	Position Type
	Position Information:
   Type:
	Position Type




	Record Field #
	ODE Field Name/Definition
	Reporting Instructions
	Alpha EMIS Field Name 
Staff Employment File
	USPSWEB
EMIS Entry Screen
Staff Employment Data
	USPS Field Name
POSSCN
N/A=field doesn’t appear on POSSCN
	USPS Field Name
JOBSCN
N/A=field doesn’t appear on JOBSCN

	CK290
	QUALIFIED PARAPROFESSIONAL/ Indicates if the staff member is a “qualified paraprofessional” under the No Child Left Behind Act
	Required for all instructional paraprofessionals in a Title I Schoolwide Building or funded by Title I funds in a Title I Targeted Assistance Building
	Qualified Paraprofessional
	Qualified Parapro
	Paraprofessional:
   Qualified:
	N/A

	CK170
	SCHEDULED WORK DAYS
	Include parent/teacher conference days and paid vacation days.  Do not include holidays
	Scheduled Work Days
	Optional EMIS Contract Fields: Work Days
If blank, Work Days
	N/A
	EMIS Contract Info:
   Work days
If blank, Work days

	CK310
	SPECIAL EDUCATION FTE/ The full time equivalency of the position related to special education expressed as a percentage
	Express time related to special education as a percent 
	NOT IN ALPHA
	Special Education FTE
	Spec. Ed FTE
	Spec. Ed FTE

	CK150
	TYPE OF APPOINTMENT
	Valid values = 1-Certified, 2-Classified, 3-Internship, 4 -six-hour lay teacher, 5-Veteran 
	Appointment Type
	Appointment Type
	Appointment type
	EMIS appt type



In USPSCN/DEMSCN or BIOSCN, push F7 while the cursor is positioned on the field for HELP on valid options 
Revised 9/23/2009
