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School Setup 

2 

OUTCOME: 
Principals and Support Teams make 
sure that the system is ready for 
teacher Roster Verification. 



© 2012, Battelle for Kids. All Rights Reserved. 

School Setup 
Tasks 
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1. Authorize Support Team members for your 
school. 

2. Review staff and teaching assignments loaded 
into the system. 

3. Correct teachers and/or instructional 
assignments by adding, updating, or removing 
incorrect classes. 
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4 School Setup 
Your Link Page 
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5 School Setup: Task 1 (Actions 1−3) 
Authorize Support Team Members 
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6 School Setup: Task 2 (Action 1) 
Review Staff & Teaching Assignments 
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7 School Setup: Task 2 (Actions 2−4) 
Review Staff & Teaching Assignments 
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8 School Setup: Task 3 (Actions 1−2) 
Correct Teachers and/or Instructional Assignments 

School Setup is complete…  
when teachers and class rosters requiring verification 

are accurately listed. 



© 2012, Battelle for Kids. All Rights Reserved.  

Roster Verification 
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OUTCOME: 
Teachers confirm the students taught 
during all or part of the school year 
and the teacher’s percent of 
instructional responsibility for each 
student. 
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Roster Verification 
Tasks 
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1. Plan and conduct a rollout with teachers who will 
complete Roster Verification to encourage 
participation, show them how to access the system, and 
demonstrate how to complete the three-step Roster 
Verification process. 

2. Monitor completion regularly to ensure all assigned to 
complete Roster Verification do so by the deadline. 

3. Assist teachers with questions or concerns. 
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11 Roster Verification: Task 1 (Actions 1−5) 
Plan and Conduct Rollout 

Leverage rollout and training resources, such as the 
Teacher Tutorial depicted in the above screenshot. 
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12 Roster Verification: Task 2 (Actions 1−2) 
Monitor Teacher Completion 
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13 Roster Verification: Task 2 (Action 3) 
Monitor Teacher Completion 
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Using the information in the Overview, Guide 
documents and FAQs, assist teachers where possible. 
 
If you need further assistance, contact the OSDE. 
• If your questions pertain to the who, what, when, where, or why 

of Roster Verification, contact the TLE office at 405-522-8298. 
 
• If your questions pertain to the how of Roster Verification, or if 

you need technical assistance, contact the SDE Customer 
Service Desk at 405-521-3301. 

Roster Verification is complete…  
when teachers have verified and submitted their rosters 
and any teacher completion alerts have been resolved. 

14 Roster Verification: Task 3 (Actions 1−2) 
Monitor Teacher Completion 
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Review and Approval 
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OUTCOME: 
Principals and Support Teams ensure that all 
teachers have completed Roster Verification 
representing the most accurate assignment 
of instructional responsibility for students at 
the school throughout the school year with 
minimal errors or omissions. 
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Review and Approval 
Tasks 

16 

1. Review reports and alerts in the system and make 
corrections where appropriate (e.g., under-claimed 
students or students without a teacher). 

2. Review changes with teachers who completed Roster 
Verification as necessary and appropriate. 

3. Approve the school’s verified roster information as 
accurate and complete. 
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17 Review and Approval: Task 1 (Actions 1 and 2) 
Review Reports and Alerts 



© 2012, Battelle for Kids. All Rights Reserved. 

 Click on student names that need review 

18 Review and Approval: Task 1 (Actions 2 and 3) 
Review Reports and Alerts 
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19 Review and Approval: Task 2 (Actions 1 and 2) 
Review Changes with Teachers as Needed 
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 Click on “Review and Approve Rosters” 
 This is an optional step that allows individual review 

and approval of class rosters prior to final approval. 

20 Review and Approval: Task 3 (Actions 1 and 2) 
Approve School’s Verified Rosters 
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21 Review and Approval: Task 3 (Actions 2 and 3) 
Approve School’s Verified Rosters 
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22 Review and Approval: Task 3 (Action 3) 
Approve School’s Verified Rosters 
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23 Review and Approval: Task 3 (Action 3) 
Approve School’s Verified Rosters 
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Review and Approval is complete…  
when student instruction is accurately documented 

and class rosters have been approved. 

24 Review and Approval: Task 3 (Action 4) 
Approve School’s Verified Rosters 



@BattelleforKids 

facebook.com/battelleforkidsorg 

youtube.com/battelleforkids 

www.BattelleforKids.org 
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