
 
 

 
MEMORANDUM NO. 2008 - 018 
 
 
TO:  School District Superintendents 
  WISE Coordinators 
  Business Managers 
 
FROM: Vince Meyer 
  Data Services Supervisor 
  Technology, Careers, and Data 
 
DATE: February 8, 2008 
 
SUBJECT: SPRING 2008 WEN VIDEO TRAINING 
  WDE652 - WISE School District Staff Member Collection-End of  

Year 
 
 

DATA COLLECTION WEN VIDEO TRAINING 
 
The Wyoming Department of Education (WDE) will hold a training session on 
April 24th from 10:00 a.m. to 12:00 p.m. to address the WDE652 - WISE 
School District Staff Member Collection - End of Year.  The training session 
will be interactive and administered over the Wyoming Equality Video Network 
(WEN). This memorandum will answer districts’ most frequently asked questions 
regarding the spring 2008 WDE652 data collection and provide information on the 
upcoming training. 
 
Information on the Training 
 
When is it?  
The WDE652 training will be held on April 24th from 10:00 a.m. to 12:00 p.m. 
via the WEN.  
 
Who Should Attend? 
Both technical and content personnel should attend this training. WDE 
recommends that each WISE Coordinator attend, along with the person 
responsible for completing the WDE652.  
 
What is the Agenda? 
This training will detail the submission process and provide helpful hints while 
working with the State Report Manager (SRM) for the WDE652 data collection.  
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Along with details on the submission process, a portion of the presentation will 
focus on content-based Frequently Asked Questions. The questions, along with the 
corresponding answers, will be presented in the training. Content personnel will 
also be available to answer any additional content questions that district 
personnel may have. 
 
When to Sign Up?  
If you are interested in joining this training, please contact your local high school 
or community college and ask their local WEN Video scheduler to sign up your 
site. The last date to sign up your WEN site is April 21, 2008. 
 
Information on the WDE652 Collection 
 
What is the WDE652 data collection?  
The WDE652 is the spring collection for the School District Staff Member data 
collection.  
 
How is the WDE652 Different from the WDE602? 

1. The data elements within the Employment, Experience, and Assignment file 
have been slightly modified. The minor changes have been listed below. 

a. The first and last names have been added to the Experience and 
Assignment files for reference purposes only. If changes need to be 
made to the first and/or last name, this must be done in the 
Employment file only.  

b. Hire Date was added to the Employment File. School districts will 
enter a hire date only if the staff member was hired after October 1st of 
the current school year. 

c. National Certificate Number and National Certificate Paid were 
removed from the Employment file. 

d. Half day kindergarten (HK) was removed from the Lowest Grade 
Served and Highest Grade Served in the Assignment file.  KG is the 
only choice for kindergarten. 

e. Annual Hours, in the Assignment file, was increased by eight hours 
(to 2088) to account for leap year. 

f. The definitions for each of the experience categories within the 
Experience file were modified. Only the number of FTE years received 
prior to the start of the current school (2007-08) should be counted 
within these categories for the spring 2008 WDE652 data collection.  

 
2. School districts will not be required to submit a salary schedule and salary 

header for the spring 2008 WDE652 data collection.  Your salary data will 
be validated against the salary schedule and header file you sent in the fall. 
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When were Districts First Notified of this Collection?  
The spring 2008 WDE652 collection was first addressed in Superintendent’s Memo 
No. 2007-111 and was sent out to districts on June 15, 2007.  
 
What is a Snapshot Date?  
A snapshot date in a data collection is a date in which you will take a theoretical 
picture of what was happening in your district on a specified date.  
 
What is the Snapshot Date for this Collection?  
For the 2007-08 school year, the snapshot for the WDE652 is May 5, 2008. 
 
When is the Collection Window? 
The collection will be submitted through the State Report Manager on the WISE 
data system. The data collection window is from May 5, 2008 through June 23, 
2008. The spring 2008 WDE652 data collection is due on June 23, 2008 by 5:00 
p.m. 
 
Where are the Collection Documents Posted?  
The current data elements and business rules are available on the WISE website at 
www.k12.wy.us/wise.  The staffing manual/guidebook will be available in March 
2008. School districts will be contacted via e-mail once this document has been 
posted to the WISE website. 
 
Who to Contact for More Information? 
If you have any content questions regarding the WDE652, please contact Ann-
Marie Trujillo at 307-777-6252 or atruij1@educ.state.wy.us. 
 
If you have any submission questions regarding the WDE652, please contact Kelly 
Archer at 307-777-8751 or karche@educ.state.wy.us. 
 
If you have any questions about the WISE project, please contact Shadd Schutte at 
307-777-3656 or sschut@educ.state.wy.us.  
 
VM:ka:at 
 
Cc: Staffing Contacts 
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