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Metropolitan Educational Council 			Date Submitted:
EMIS Contact Information									


District Name:	   	____________________________________________________________

District IRN:		_______________                


EMIS Coordinator:	____________________________________________________________

Email:			____________________________________________________________

Phone:			__________________________ Fax:  ____________________________


District Treasurer:	____________________________________________________________

Email:			____________________________________________________________

Phone:			__________________________ Fax:  ____________________________

Additional EMIS contact person(s) authorized to access the district EMIS account/data.     

Name				Position				Email		 




District Superintendent Signature: _________________________________________________


Mail a signed copy to:				Or Fax to:
MEC 						EMIS Team
2100 Citygate Drive				(614) 473-8323
Columbus, Ohio  43219


[bookmark: _Toc205787398][bookmark: _Toc175020581]WHAT IS AN EMIS COORDINATOR? 

Each EMIS reporting entity must designate an individual to serve as EMIS coordinator. This person receives all EMIS mailings, disseminates information to the appropriate persons, and ensures that EMIS data (student, staff, and financial) is collected and reported in accordance with the ODE EMIS Manual on behalf of the reporting entity. 

Each EMIS coordinator should be designated in the Ohio Educational Directory System (OEDS). Contact your local OEDS administrator for more information on being added to the system.  

The first level of support within a district regarding EMIS data is the designated EMIS coordinator.  The EMIS coordinator is responsible for the accuracy, completeness, and transfer of EMIS data to MEC and ODE.  EMIS coordinators should be the first to be consulted with any EMIS questions from their respective district personnel.

The role of the EMIS coordinator differs by district.  Though this person should always be the liaison between their district and MEC, this person’s position is often multi-functional.  Not all EMIS coordinators spend 100% of their time on this particular role. The EMIS coordinator is often, but not always, the manager of all student data, not just that which goes to ODE.  In some districts, the EMIS coordinator may be responsible for all EMIS data; in other districts, different individuals are responsible for different pieces of the data.  Even in these cases where the responsibility of data may be divided, it is important to remember that collectively the data falls under the management of the EMIS coordinator.  EMIS coordinators will communicate EMIS changes and data best practices with all levels of staff within the district.  EMIS coordinators will apply data reporting rules for federal, local, and state reporting and be able to troubleshoot data error solutions.

Not only should EMIS coordinators work collaboratively with other staff members in the district, they must also work with other EMIS and non-EMIS reporting agencies in Ohio to ensure accurate EMIS data reporting for all involved.  

As the title makes clear, the EMIS coordinator is a coordinator, not a decision-maker.  Policy decisions are left to the school board and the administrators of your district, not to the EMIS coordinator.

Last but not least, an EMIS coordinator needs to be adaptable, flexible, and willing to understand that EMIS itself changes as laws and legislators change.
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