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Objectives
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REP Fundamentals 

REP Submission Overview

Data Quality and System Reports

Teacher Appropriate Placement

Best Practices: Reports



Contacting CEPI: 

• CEPI Customer Support:
o Phone: 517-355-0505 x3
o Email: cepi@michigan.gov

• Watch the CEPI Announcements closely
o Pro Tip: CEPI Announcements are targeted to the users 

with content included in the message. If you are 
receiving the CEPI Announcement, there is something 
in there for you! 

• www.michigan.gov/cepi updates
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What is the REP?

• Comprehensive database of 
all educational personnel in 
the State of Michigan

• Primary source used by the 
state to meet state and 
federal reporting 
requirements
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REP Resources
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REP Resources
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State School Aid Act REP 23-24

o (3) By the first business day in December and by the 
last business day in June of each year, and within 30 
days of any changes in employment or assignment 
status, a district shall furnish to the center, in a 
manner prescribed by the center, information related 
to educational personnel and personnel vacancies as 
necessary for reporting required by state and federal 
law. For the purposes of this subsection, the center 
shall only require districts and intermediate districts to 
report information that is not already available from 
the office of retirement services in the department of 
technology, management, and budget, including, but 
not limited to, information concerning vacancy start 
and end dates and reasons for vacancies and vacancy 
terminations.
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Who Must be Reported? 

• MCL 380.1230e: 
o Required to report all individuals who are employed by 

a school district, ISD, PSA or nonpublic school assigned 
to a regular and continuous contract

o Includes all school property (i.e., school bus, food 
service, classroom, administrative services, etc.)

o Includes educators provided by third party vendor 
(virtual educators) 

o Includes Student Teacher Interns (00STU)
• Pre-service teachers in their last placement prior to 

certification 
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http://legislature.mi.gov/doc.aspx?mcl-380-1230e


Why is REP Important?

• School safety reporting for educational personnel
• Credential progression
• Understanding workforce trends

oRetention, Mobility, Vacancies
o Informs statewide initiatives and used to support districts in 

individual efforts

• Accountability systems for K-12 schools and Educator 
Preparation Providers

• Used to avoid time-consuming investigations around 
compliance with Michigan and Federal statute
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School Safety/RAPback Overview
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Background 
Check Report in REP MSP sends 

data to MDE

MDE checks 
MOECS & REP

MDE contacts 
employing 

district

District/MDE 
take action 
accordingly



When is REP data collected? 
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Fall 
Opens: 

September 1

Certification: 
First business 

day in 
December

REP Opens: Jan 
1 and Aug 1

REQUIRED: 
data submission of 
changes between 
official collection 

windows

End of Year  
Opens: April 

1

Certification: 
Last business 
day in June



30 Day Reporting

• 30-day requirement for any changes in 
employment or assignment status
o All new hires
o All terminations
o Changes in Assignment 

• Vacant Position Reporting 
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Updating Records

• All records start with the red “not 
updated” status 
o Records terminated in the previous 

collection will not be pulled into the 
next collection

• Throughout the collection, records 
may be saved with errors*
o For example, if adding a new hire in 

January, you should not have a value 
for Field 20: Educator Effectiveness, this 
may be left blank, and will save with an 
error

• All records must be updated and 
error-free for certification to become 
available

*some exceptions apply
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Fatal Errors 

• Not all data with errors can be 
saved, if Fatal Errors exist, the 
record will not be 
saved/updated

• The fields that will result in 
Fatal Errors are the fields 
required for Assessment and 
Michigan State Police to be 
able to utilize the data

• Records that contain Fatal 
Errors will remain in the red 
“X” status  
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Field 27: PIC 
Field 5: Last Name 
Field 4: First Name 
Field 6: Middle Name 
Field 13: Date of Birth 
Field 14: Gender 
Field 7: Social Security Number 
Field 8: Credential License 
Number 
Field 25: Employment Status 
Field 9: Date of Hire 
Field 26: Date of Termination (if 
applicable) 
Field 10: Characteristics: School 
Code and Assignment 



Bulk File Submission-Fatal Error Report
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• If Fatal Errors are present in 
your bulk file, the records will 
not be updated in your 
Personnel Master.

• Click the Date/Time stamp for 
the file you are reviewing

• If a fatal error is present on a 
record, that record is not 
updated.

• Any records not containing 
fatal errors will be updated in 
the Personnel Submitted 
roster.



Error Details on Personnel Submitted Page
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When 
submitting a 
record online, 
you will see 
Fatal Errors, 
Errors and 
Warnings on 
the submission 
screen



How to Certify REP Data

• Certification is 
available from the 
main REP page within 
the application for 1 
month approaching 
the REP submission 
deadline 

• Nov. 1 - Dec. 1
• May 30 - June 30

18



• After you click the “Certify” button, you will see 
changes on the page:
o Successful certification message 
o Last Change will denote when and what the last 

certification status was
o The certify button will become a “decertify” button

• Your submission will become Read Only, and no 
changes may be made until the collection has been 
decertified. 
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REP System Reports

• Available for current and previous submissions
• Reports are available in PDF, Excel and View Direct format 
• Reports can be saved locally or printed for historical 

reference
• Review of reports to perform high level checks 

o Use of local system and info 
• Data quality checks can be validated 
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Before Certifying, Have You…
• Verified all staff are included in Personnel Submitted 
• Updates include Terminations and Leave Status 
• Admin staff reported:

o District Superintendent (70x00)
o Building Level Principal (73x01)

• Vacant Positions reported
• Cleared all record errors, and updated all existing records
• Reviewed the Detailed Assignment Code Summary for:

o FTE/Headcount by building
o Instructional Staff have ALL content areas reported

• Run Personnel Assigned to School/Facility in Another District 
Report

• Reviewed DQ alerts
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Data Quality Checks

• District Level:
o No Staff or High Count of Staff at Admin Unit (00000)
o No Superintendent Reported (70x00)
o EE Related (All Teachers/Admin Highly Effective, etc.)
o Termination Codes

• Building Level:
o No Instructional Staff at School
o No Staff at Open Building
o Building Code in Other District
o Staff Reported w/ Grade not in EEM
o No Principal Reported (73x01)
o K-8 w/out Library Media and/or PE/Arts
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Data Quality Checks Cont.

• Individual Level:
o Assignment Code and Grade/Ed 

Setting do not match 
• For example: Early Childhood 

Assignment with Grades 5, 6, 7 
o Highest Educational Level not 

Bachelor’s Degree (for instructional 
staff)

o Persistently Invalid Credential
o 000ZG w/ <1 Class Taught
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EOY 2024 REP DQ Timelines

Pre-
Collection

Snapshot
Fall REP

Send by
5/15
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Mid-
Collection 

Snapshot 
6/14

Send by
6/21

Post-
Collection 

Snapshot 
7/1

Send by
7/8

Late 
Submission 

7/9-7/15



School Year 2023-24 Updates

• Education Setting change for Special Education Age 
groups to 
o Ages 3 – 5 (not in kindergarten)
o Ages 5 (in kindergarten) through 21

• Staffing changes reported within 30 days of change
• Vacant Positions are required
• Resources:

o Teacher Credential Verification Report
o Local Course Crosswalk
o Course Placement and Reporting Guide
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Coming Soon:

• Replacement to MOECS and REP systems
• Benefits:

o Create closer integrations with system and business 
processes

o Improve identity matching within staffing data and 
across data systems

o Streamline and reduce data burden for school districts
o Streamline the certification process, remove data 

duplication 
o Increase data transparency
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Questions? 
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BREAK

When we 
return, we’ll 
spin the 
wheel for a 
gift card 
prize!



Appropriate Teacher Placement 

• Ensuring appropriately prepared and endorsed educators 
are assigned to each classroom is critical for student 
achievement

• Michigan Compiled Law 388.1763 and 388.1606(8) require 
districts to assign a Teacher of Record to each course, and 
that the TOR is appropriate for the content and grade levels 
they are providing instruction within.

• New Tools:
o Local Course Crosswalk 
o Course Planning and Reporting Guide
o Teacher Credential Verification Report
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Reporting Resources
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Important Updates:
● Starting in academic year 2023-2024*, teacher placement 

will be reviewed by ISD auditors.
● Appropriate placement requires grade level and content 

area certified educators.
● Failure to appropriately place teachers will result in a salary 

and a pupil membership adjustment.

● Keep an eye on CEPI and MDE Announcements for training 
opportunities and communications

*Audit requirements at the subject level has been postponed 
to 2024-25 SY
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SCED

REP Code

Endorsement

Upon creating a course, schools must select the SCED 
code that aligns closest to the course content.

Each SCED code aligns to a REP code. Districts can find the 
corresponding REP code using the crosswalk

Each REP code is matched to one or more endorsements 
that are considered appropriate for the assignment.

Teacher Credential Verification Report

Create Common Language:



Communication is Key!
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Mr. Harrington Ms. CampbellDolphSam

• Teacher
• Department Chair

• Administrator• Curriculum Director • Human Resources
• REP Administrator



Collection Timelines
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EOY REP 
Early Jan- Late June

Fall REP 
Early Aug- Early Dec

Migrant TSDL  (w/in 10 days of enter/exit)

General TSDL 
Early May- Early Aug

EOY Re-
Open

MOECS Credentials



Local Course 
ID/Name

SCED 
Code/Title 

REP 
Assignment 

Code(s)

MOECS 
Endorsement 

Code(s)

TSDL Student Roster Report

SCED/REP Crosswalk

Teacher Credential Verification 
Report 

Qualified Teacher (Parent 
Dashboard)

Courses That Can be Taught

Teacher Credential Verification Report 36

Align Data Sets:



Planning for Data Submissions:

● Local Courses must be mapped to SCED (TSDL 
submission)

● Course content determines what endorsements 
are required for appropriate placement (Permits 
and Placement: Courses that can be Taught)

● SCED Codes must be properly mapped to REP 
Assignment Codes (SCED REP Crosswalk)

● Coordination of data submissions must occur prior 
to school year start to ensure valid and reliable 
audit

37Teacher Credential Verification Report
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Planning for Data Submissions: The Process



Local Course 
Crosswalk

● MSDS Authorized User 
Access-Audit FTE Menu

● Customized to the local 
district

● Provides the unique Local 
Course Code/SCED Codes 
reported by the district 

● Utilizes the previous SY TSDL 
collections

● Can be used for review of 
existing courses offered in 

      the district
● Can be used in review of 

accuracy of SCED, REP and 
MOECS codes

● Publicly available on CEPI’s site
● Provides full mappings for all 

SCED codes
● Does not include local course 

data
● Can be used for determining 

new course SCED codes
● Can be used in review of 

accuracy of the REP and 
MOECS codes

39

Course Planning 
and Reporting 
Guide



Local Course/SCED Review: Local Course Crosswalk
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Review the Local Course Names compared to the SCED
• Does this SCED make sense for the course?
• If yes, REP/MOECS recommended codes can be reliably used
• If no, the SCED needs to be updated for current year, which may 

impact REP/MOECS codes



SCED and REP Assignment Code Review: 
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Now that the SCED is confirmed, is the TOR REP Assignment 
Code accurate?
• Is the TOR accurately reported in REP with the correct subject 

specific assignment code?
• If yes, the TCVR can be used reliably
• If no, the TOR record in REP should be updated to correct REP 

assignment code, as aligned to the SCED



Course to Endorsement Review: 
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With SCED, and REP codes confirmed, how do we appropriately staff 
the course?
• Review the allowable endorsements for SCED/REP codes
• Does the educator hold an appropriate endorsement for the 

course?
• If yes, the educator can be placed in the course
• If no, review permit and placement flexibilities to determine if a 

permit is needed. 



Teacher Credential Verification Report

● Authorized user access within MSDS- Audit FTE Menu
○ Coordinate the review of this report with your MSDS authorized users

● Can be used as a resource for reviewing appropriate 
placement

● Using mappings from Course Placement and Reporting 
Guide provides TOR level REP Assignment Code to MOECS 
Endorsement Codes

● This report cannot account for the Tier One considerations 
of appropriate placement
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TCVR Details
● Records must be updated in REP

○ Records in the “red x” status are not included
● Records must include an Instructional Assignment Code:

○ 000AX, through 000ZZ (excluding 000NY, 000ND, 00200 
thru 00413) 60300, 00192-00197, and 00500 through 
00599

● All courses the educator is TOR for, must be reported in REP
● 00SUB- Daily Substitute Assignment Code is not included 

○ If the individual is acting as TOR, must be reported as TOR
● Mappings of REP Assignment to MOECS Endorsements can be 

found in Course Placement and Reporting Guide or Local 
Course Crosswalk
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Using the TCVR: 



TCVR Review Step 1: Completeness
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• Does the report include all 
individuals acting as TOR?

• Are individuals that are on 
loan/leave accurately 
reported?

• Are employees that are not 
actively employed reported 
with termination data?



TCVR Review Step 2: Basic Credential 
Review
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• Do all active TORs have active credentials?
• If credential is expired, is the individual actively educating?



TCVR Review Step 3: Subject Placement 
Status
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• In = REP Assignment Code aligns to one 
of the allowable MOECS Endorsement 
Codes the TOR holds

• Out = REP Assignment Code does not 
align to TOR’s Endorsement Code(s)

• Review Settings = REP Assignment Code 
is not subject specific and needs 
further review to determine 
appropriate placement



TCVR Review Step 4: Grade Placement 
Status
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• In = REP Grades/Ed 
Settings aligns to 
MOECS grades/ed 
setting endorsements

• Out = REP Grades/Ed 
Settings does not align 
to MOECS grades/ed 
setting endorsements



Collection Timelines
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EOY REP 
Early Jan- Late June

Fall REP 
Early Aug- Early Dec

Migrant TSDL  (w/in 10 days of enter/exit)

General TSDL 
Early May- Early Aug

EOY Re-
Open

MOECS Credentials



Questions? 
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Public Data Reports: MI School Data
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Parent Dashboard for School Transparency
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New Reports: Education Staff Focus Area
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• Links to research-based resources
• Connecting Student with Educators/Support Staff

• Retention, Mobility, etc.
• Report categories related to Age-Range, 

Gender, Race/Ethnicity, District Poverty 
Indicators
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More to Come! 

• MICIP will include Staffing reports 
• As the MI School Data portal continues to grow you 

will continue to see additional reports utilizing 
staffing data

• If you have suggestions for reports, contact CEPI 
• If you have questions about reports already 

produced, contact CEPI
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Questions

• Caitlin Groom, Staffing Data Coordinator
o GroomC@michigan.gov

• CEPI Customer Support 
o CEPI@michigan.gov 
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Education matters. Discover what’s working in Michigan.

Thank You.

http://www.mischooldata.org/


Finalize Credit for Attendance
New Process: The MSBO Evaluation is your 

record for attendance.

Please complete by March 14

 Receive an email from survey monkey for the 
MSBO evaluation. Your evaluation will be your 
record for attendance.

 Receive e-mail from MOECS-
noreply@michigan.gov to fill out an evaluation 
for SCECHs.

mailto:moecs@michigan.gov
mailto:moecs@michigan.gov
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