


School Personnel Records 
Heather Butler, Director 



School Personnel Records 

 What does School Personnel Records mean to you? 
 
 Personnel Reports 
 All certified and non-certified staff, salary and benefits, are reported to our 

office three times per year.  
 All certified substitute days and all compensation are due on end-of-year 

report. 
 

 Teacher service records 
 Our department maintains historical data on all certified teachers state-wide. 
 SPR also verifies all out-of-state/college/private school/military experience. 

 
 “E” Teacher Numbers 
 Requests are submitted to/processed by our department. 



School Personnel Records 

 What does School Personnel Records mean to you? 
 
 Salary Schedules 
 All district salary schedules are submitted to our office each November. 
 You can also find the State Minimum Salary Schedule on our webpage. 

 

 Superintendent/Head of School Contract 
 All Superintendent/Head of School contracts are collected by SPR. 

 

 On-line Directory 
 Found within SPR Application. 
 Needs to always be up-to-date. 

 

 
 
 
 

 
 

 
 



Certified/Support Personnel Reports 

 Certified/Support Personnel Reports 

 Demographic Information 

 Salary Information 

 Fringe Benefit Information 

 Project (Federal) codes and amounts 

 
Accreditation Reports will populate from the Initial Personnel Reports. 



Due Dates 

 Initial Personnel Reports:  October 15 
 

 Administrators’ Salary and Fringe Benefit Report:  Pulled from the 
Initial Personnel Report 
 

 Local School District’s Salary Schedule:  November 15 
 

 Mid-Year Personnel Reports:  February 1 
 

 End-of-Year Personnel Reports and Certified Substitute Teachers:  
July 15 
 
 



Superintendent/Head of School Contracts 

 Superintendent/Head of School contracts are submitted via SPR. 
 Current year contracts will be collected during the October reporting 

period. 
 The contract attached to each Personnel Report should always correspond 

with the reporting period/school year. 

 Upcoming year contracts can be uploaded during the February report. 
 These will not be required but option to submit will be available. 

 Don’t forget to name your file as follows:  
 CountyNumberDistrictNumber DistrictName (55I052 MidDel) 

 Any revisions/addendums need to be added to original contract and 
all scanned/uploaded as one file. 



Superintendent Coding 

 Up to 40% of Superintendent’s salary can be coded to: 
 Principal (Job Class Code 112) 
 Counselor (Job Class Code 203) 
 Library/Media Consultant (Job Class Code 206) 
 Teacher* (Job Class Code 210) 

 *Only the fraction of day that a Superintendent is in a classroom as 
the teacher of record. 

 

 All other Superintendent’s salary should be coded to: 
 Superintendent (Job Class Code 115) 

 This includes any duties as Bus Driver, Coach, Director, etc. 



Personnel 

 New Employees 
 Accreditation Application (Educator Search) 

 Find Areas of Certification, Grade Levels approved to teach, Certificate 
Dates, Degree, National Board Data as well as ALL reported teaching 
history/years of experience! 

 Great tool/resource when interviewing candidates. 
 

 Returning Employees 
 Certified Expiring Report (SPR) 

 Run each spring/fall to assist certified staff in renewing their teaching 
certificates. 

 SB29, effective 7/1/15, outlines backdating procedures.  If a teacher 
has a lapse, this will affect their experience.  VERY IMPORTANT! 



HQT/Personnel Data 



Obtaining “E” Teacher Numbers 

An “E” teacher number is issued, for charter schools, when a certified staff 
member does not hold a teaching certificate issued by the Oklahoma 
State Department of Education. 
 
To obtain an “E” teacher number, e-mail a request to 
Heather.Butler@sde.ok.gov with the certified staff’s name and social 
security number. 
 
You will then use the “E” teacher number as the “teacher number” on the 
Certified Personnel Report. 

 



FY17 State Minimum Salary Schedule 



School Directory/Employee E-mail 

 School Directory 
 Each time the personnel reports are due, the online school directory 

will need to be Updated and Certified. 
 Please keep the contact information updated as personnel changes 

occur throughout the year. 
 This information is posted on the SDE website and used by many 

departments when creating notification lists. 
 

 Employee E-mail Addresses 
 District issued e-mails only.  No personal e-mail addresses. 
 This is a great resource!   

 Notification groups can be pulled from site levels, subject codes, job codes, etc. 



SPR Tutorials and Other Info! 

 Training tutorials on Personnel Reports are now available online! 
 

 Please visit our webpage (http://ok.gov/sde/school-personnel-records) for 
tutorials and other up-to-date information on School Personnel. 
 

 SPR Calendar 

 Reporting Guide 

 State Minimum Salary Schedule 

 Personnel Law References 

 Proof of Teaching Form 

 Single Sign-on Link 

 Shared Superintendent Application 



School Personnel Records Staff 

Lynn Jones, Executive Director Accreditation Standards and School Personnel Records 
 

Heather Butler, Director 
Phone:  (405) 521-3360 

 
Brad Barker,  Informational Representative 

Phone: (405) 521-3369 
 

E-mail: First.Last@sde.ok.gov 
Fax number: (405) 522-1519 
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