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Office of Civil Rights CRDC Data Entry Checklist 
Note: Images may not contain accurate dates for current collection.  

 
https://crdc.communities.ed.gov/#program 

 
CRDC Student Data Entry Checklist:  
 

☐ 1. Data Entry For Students With Disabilities (IDEA) if Using The Special 
Education Module  

☐ 2. Data Entry For Students With Disabilities (IDEA) Without Using The Special 
Education Module  

☐ 3. Data Entry For Students Who Are Section 504 Only  

☐ 4. Data Entry For Students Who Are LEP  

☐ 5. Data Entry For Gifted And Talented Programs/Enrollment  

☐ 6. Data Entry For SAT Reasoning Test And ACT Test Participation  

☐ 7. Data Entry For AP Test Taking 

☐ 8. Data Entry Within The Discipline Module  
 

 

Detailed Data Entry Instructions:  
 

☐ 1. Reporting Students With Disabilities (IDEA) If Using The Special Education 
Module  
If your district uses the Special Education module, we will look at students’ IEP dates when determining 
whether the student should be counted in the IDEA. The student must also have a disability entered on 

the Disabilities tab.  
 
Student Management > Student Services > Special Education > Special Ed Tabs:  

 

 

https://crdc.communities.ed.gov/#program
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☐ 2. Reporting Students With Disabilities (IDEA) Without Using The Special 
Education Module  
If your district does not have the Special Education module, we will look at the student’s Special 
Education tab Start and Stop dates when determining whether the student should be counted in the 
IDEA counts. The student must also have a Primary Disability entered in order to be counted. The 
Considered Special Education flag must also be set to “Yes” during the start and stop dates when the 
student was receiving Special Education services.  
 
Student Management > Student Profile > Special Ed Tab:  
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☐ 3. Data Entry For Students Who Are Section 504 Only  
Skyward will pull this information from the Special Programs/504 area. We will look to the IAP Start Date 
and the Dismissal Dates to determine if the student was considered to be 504 during the school year.  
 
Student Management > Student Profile > Special Programs/504 Tab:  

 

 
 

☐ 4. Data Entry For Students who are LEP  
Skyward will pull LEP information from the Special Programs/Ltd Eng Pro area. Users need to enter LEP 
Start and End Dates and indicate whether or not the student was Receiving Services at that time. 
Students who are no longer receiving LEP services or are considered to be monitored are not considered 
to be part of the LEP counts for CRDC.  
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Student Management > Student Profile > Special Programs/LEP Tab:  

 
All users other than KS or TX: 

 
  
In order for users to be counted in the “enrolled in LEP Programs” portion, the “Receiving Services” 
flag must also be checked if the student was receiving LEP services during the start and end dates 
on the record. If this flag is not checked on the record they will not be counted. 
 
KS Users: 

 
 
In order for users to be counted in the “enrolled in LEP Programs” portion, the student must have an 
active LEP record as of the Report Students Enrolled as of date. 
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TX Users: 

 
 
In order for users to be counted in the “enrolled in LEP Programs” portion, the Program 
Participation “Student Participates in a Bilingual Program” OR “Student Participates in an ESL 
Program” option must also be selected if the student was receiving LEP services during the start and 
end dates on the record. If one of these options is not selected on the record they will not be 
counted. 
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☐ 5. Data Entry For Gifted And Talented Programs/Enrollment 
Skyward will pull this information based on the state in which your district resides.  
 
SD, NJ, IL, UT, WI, MI, MN, Users: 
Gifted information is entered in the Gifted & Talented module located under Student Management > 
Student Services > Gifted and Talented > Entry by student. Users need to enter the Date Identified and 
add an End Date when appropriate.  
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TN Users: 
Gifted information is entered in the Special Education module located under Student Management 
> Student Services > Special Ed > Disabilities. Students will be counted as gifted if they have an 
active Special Education record with a disability code of 3.  
 

 
 
OR  
 
Gifted information is entered in the Gifted & Talented module located under Student Management > 
Student Services > Gifted and Talented > Entry by student. Students will be counted as gifted, if they 
have an active gifted record on the count date. 
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NM Users:  
Gifted information is entered in the Special Education module located under Student Management > 
Student Services > Special Education > Special Ed > Special Ed Tabs > IEP > Gifted Flag. Mark a student as 
Gifted and Talented by flagging the Gifted and Talented check box within the students IEP.   
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KS Users: 
Gifted information is entered in the Special Education module located under Student Management > 
Student Services > Special Education > Special Ed > Special Ed tabs > IEP > Gifted Flag. Mark a student as 
Gifted and Talented by flagging the Gifted and Talented check box within the students IEP. 
 

 
 
OR  
 
Gifted information is entered in the Gifted & Talented module located under Student Management > 
Student Services > Gifted and Talented > Entry by student. Students will be counted as gifted, if they 
have an active gifted record on the count date. 
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IN Users:  
Gifted information is entered in the Special Programs > Gifted area. Users need to enter the date 
Identified and End date for gifted students.  
 

 
 
TX Users: 
Student Services > Gifted & Talented > Entry By Student Browse. Users need to enter the Date Identified 
and End date, if applicable, for gifted students. 

 

 
 
OR 
 
Gifted information is entered in the Special Programs > Gifted area. Users need to enter the date 
Identified for gifted students. 
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WA Users: (Two areas that CRDC will look at for GT)  
1. Gifted information can be entered in the Special Programs > Other WA Prg tab area. Users need 

to enter the date Identified and End date for gifted students.  

 

 
 

2. Student Services > Gifted & Talented > Entry By Student Browse: 
Users need to enter the Date Identified and End date, if applicable, for gifted students.  

 

 
 
PA Users:  
Gifted information is entered in the Special Education module located under Student Management > 
Student Services > Special Education > Special Ed > Special Ed Tabs > Disability tab. Users should mark 
students who are gifted with a disability code of 2105 or 2106.  
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ID Users: 
Gifted information is entered in the Special Education module located under Student Management > 
Student Services > Special Education > Special Ed > Special Ed tabs. IEP overlapping Count Date is flagged 
as Gifted (not WIP). Evaluation is not flagged as WIP or Voided. Student Placement Exists overlapping 
the Count Date that is flagged as Gifted. 

 

 
 

☐ 6. Data Entry For SAT And ACT Test Participation 

Students must have an SAT or ACT Test assigned to them in the Test Scores tab. Users will then select 
from the Test Code Table to identify which test is SAT and which Test is ACT. The CRDC collects only the 
number of students who took the ACT or SAT test. CRDC does not collect information on the results of 
the test. All users need to ensure that students who have taken the SAT or ACT during the 2020-21 
school year have a Test Score record assigned to the students with a Test Date falling within the 2020-21 
school year. Skyward will have a system defined test import in place for users to import this information.  

 

 
 

☐ 7. Data Entry For AP Test Taking 
 
Students must have an AP Test record assigned to them in the Test Scores tab in order to pull this 
information on CRDC. The AP Test record must contain a Test Date that falls within the 2020-21 school 

year. Because of the many variations of AP test results files, Skyward does not provide a system defined 
test import for AP tests. Users will be responsible for setting up their own test score import to import 
the students’ scores for AP tests. 
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☐ 8. Discipline Data Entry 
While each State may or may not require student discipline information for their state reports, the 
discipline information collected in the Civil Rights Data Collection may be different. Users may find that 
they will need to update their Discipline Action and Offense Codes to meet the additional requirements 
of CRDC, which are above and beyond normal state reporting requirements. The Action and Offense 
codes listed below coincide with the data that is proposed to be collected with the next CRDC 
submission.  
 

OCR Action Codes:  
 Out of School Suspension (Can be tracked as a Suspension Type on Action Record) 
 In School Suspension (Can be tracked as a Suspension Type on Action Record) 
 Corporal Punishment  
 Prekindergarten Expulsion  
 Prekindergarten Out of School Suspension 
 Expulsions with Educational Services (Can be tracked as a Suspension Type on Action Record) 
 Expulsions without Educational Services (Can be tracked as a Suspension Type on Action Record)  
 Expulsions Under Zero-Tolerance Policies  
 Referral to Law Enforcement 
 School Related Arrest  
 Subjected to Mechanical Restraint  
 Subjected to Physical Restraint  
 Subjected to Seclusion 
 Transfer to Alternative School  
 Transfer to Regular School  

 
 
** Texas Users: Mechanical and Physical Restraint for Special Education students is tracked under 
Student Profile > Special Ed tab > Child Res > Restraint Type. Mechanical and Physical Restraint for Non-
Special Education students is tracked under Student Profile > Special Prgms > Child Restraint > Restraint 
Type.  



SKYWARD DOCUMENTATION – CIVIL RIGHTS DATA COLLECTION 2020-21 CHECKLIST   

 
 

Revised: 11/11/2021 Page 14 of 14 Version 05.21.10.00.05 

 
 

OCR Offense Codes:  
 Harassment or Bullying on Basis of Sex 
 Harassment or Bullying on Basis of Race 
 Harassment or Bullying on Basis of Disability 
 Harassment or Bullying on Basis of Sexual Orientation 
 Harassment or Bullying on Basis of Religion  
 Incidents of rape or attempted rape 
 Incidents of sexual assault (other than rape)  
 Incidents of robbery with a weapon  
 Incidents of robbery without a weapon  
 Incidents of physical attack or fight with a weapon  
 Incidents of physical attack or fight without a weapon  
 Incidents of threats of physical attack with a weapon  
 Incidents of threats of physical attack without a weapon  
 Incidents of possession of a firearm or explosive device  

 
 


