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MEMORANDUM

TO: Comprehensive Data Base Guidelines Users

FROM: Heidi Hiemstra, Assistant Vice President, Research and Planning
DATE: August 10, 2011

SUBJECT: Summary of Changes for 2011/12 Reporting Guidelines

Changes to the Reporting Guidelines for 2011-12 are summarized below:

The entrance exam file has changed from an annual collection to one that occurs twice a year.
Summer/fall entrants’ information will be due March 30, spring entrants on July 1.

A field to flag project graduate students has been added to the type 1 enrollment and degrees
collections, along with a common definition of who qualifies.

Changes have been made to the student classification codes to simplify post-baccalaureate and graduate
student reporting and better align with IPEDS.

Optional fields for institutional student and course ID numbers will be added to every collection as
appropriate.

Language has been added to the directions and definition of the course section field to clarify that
reported course sections must be unique within the reporting term to enable accurate matching across
Type 2 and Type 3 Enrollment files.

Because of the changes in reporting off-campus site codes for licensure purposes, it is nho longer
necessary to report the off-campus location (county, state, foreign country) and that field (columns 34-36
on Type 3) should be left blank. The off-campus site code will still be reported in columns 46-48 and a
new list of site codes (Table 29) can be found in the Reporting Guidelines.

As always, thank you for all the good work you do for the Commonwealth of Kentucky. If you have any questions
or concerns, please contact me at Heidi.Hiemstra@ky.gov or Martha Evilsizor at Martha.Evilsizor@ky.gov.
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Statewide Directory of Institutional Resear ch Contacts at | ndependent Institutions

Institution Name

Title/Area of
Responsibility

Telephone

Email

Council on Postsecondary Education

Heidi Hiemstra

Mark Wiljanen

Martha Evilsizor
Mary Korfhage

Alice Lloyd College
Thelmarie Thornsberry
Gary Gibson
Dana Fannin

Asbury College
Noel Taylor

Bill Hall, Jr.

Bellar mine University
Ann Olsen
David Mahan

Berea College
Clara Chapman
Judith Weckman

Brescia University
Sister Helena Fischer
Tracy Naylor

Campbellsville Univer sity
Paul Dameron

Chris Gibbs

Centre College
Tim Culhan

Asst. VP, Information
and Research

Senior Associate,
Research

Associate, Information
Associate, |nformation
Registrar

Dir., Inst. Research
Assistant Registrar

Academic Records
Statistician.
Registrar

Registrar
Dir. of Inst. Research &
Effectiveness

Institutional Research

Registrar
Institutional Research

Director, Institutional
Research
System Support Analyst

Registrar

University of the Cumberlands

Charles Dupier

Georgetown College
Jason Terwilliger

Director of Institutional
Research & Registrar

Institutional Research
Associate

Council on Postsecondary Education

(502) 573-1555
(502) 573-1555

(502) 573-1555

(502) 573-1555

(606) 368-6041
(606) 368-6101
(606) 368-6040

(859) 858-3511
X2310

(502) 452-8230
(502) 452-8407

(859) 985-3790
(859) 985-3791

(270) 686-4248
(270) 686-9550

(270) 789-5059

(270) 789-5448

(859) 238-5360

(606) 539-4316

(502) 863-8437

Heidi.Hiemstra@Kky.gov
Mark.Wiljanen@ky.gov

Martha.Evilsizor@Kky.gov

Mary.Korfhage@ky.gov

thelmariethornsberry@alc.edu
garygibson@alc.edu
danafannin@al c.edu

noel.taylor@asbury.edu

bill.hall @asbury.edu

aolsen@bellarmine.edu
dmahan@bellarmine.edu

Clara_chapman@berea.edu
Judith_ weckman@berea.edu

helenaf @brescia.edu
tracy.naylor@brescia.edu

padameron@campbel |sville.edu

cmgibbs@campbellsville.edu

culhan@centre.edu

chuck.dupier@ucumberlands.edu

Jason Terwilliger@georgetowncol lege.edu
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Institution Name

Title/Area of
Responsibility

Telephone

Email

Kentucky Christian University

Ken Beck

Andrea Stamper

Director of Assessment &
Institutional Research
Registrar

Kentucky Wesleyan College

Jennifer Vaughan
Mark C. Hedges

Lindsey Wilson College
Sue Coomer
Anthony Moore
Tevie Gooden

MidContinent University
Yvonne Y ates

Midway College
Jerry Dennison

Pikeville College
Gia Potter

Meg Sidle

Saint Catharine College
Anita Foster
Nora Hatton

Spalding University
Kay Vetter

Sally Spalding

Sullivan University
Kim Mitchell
Cathy Williams

ThomasMore College
Genie Wambaugh

Kelly Goyette

Transylvania University
Jim Mills
Michelle Rawlings
Elizabeth Fugazzi

Union College
Kathy Webb
Anisa James

Registrar
Director of Institutional
Effectiveness & Research

Registrar
Chief Inst. Researcher
Data Analyst

Registrar

Data Analyst

Asst. VP Academic
Affairs/Registrar
Director, Institutional
Research

Registrar
Director, Institutional
Research

Director, Institutional
Effectiveness
IT

Registrar
IT

Director, Institutional
Planning & Effectiveness
Registrar

Registrar
Associate Registrar
Coord, IRA/Aideto
President

Registrar
Institutional Effectiveness
Assistant

(606) 474-3135

(606) 474-3212

(270) 852-3118

(270) 384-8100
(270) 384-8025
(270) 384-7332

(270) 247-8521
X 228

(859) 846-5786

(606) 218-5211

(606) 218-5290

(859) 336-5082
(859) 336-5082

(502) 585-9911
X 2249
X 2113

(502) 456-6504

(859) 344-3684

(859) 344-3619

(859) 233-8116

(859) 233-8398

(606) 546-1616
(606) 546-1704

kbeck@kcu.edu

astamper @kcu.edu

jvaughan@kwc.edu
mhedges@kwc.edu

coomers@lindsey.edu
moorea@lindsey.edu
goodent@lindsey.edu

yyates@midcontinent.edu

jdennison@midway.edu

gpotter@pc.edu
msidle@pc.edu

afoster @sccky.edu
nhatton@sccky.edu

kvetter @spalding.edu

sspalding@spalding.edu

kmitchell @sullivan.edu
cwilliams@sullivan.edu

Genie.wambaugh@thomasmore.edu

Kelly.goyette@thomasmore.edu

jmills@transy.edu
mrawlings@transy.edu
efugazzi @transy.edu

Kwebb@unionky.edu
alames@unionky.edu
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KENTUCKY INDEPENDENT INSTITUTIONS
CALENDAR/DATA COLLECTION SCHEDULE

2011-2012
ACTIVITY DUE DATE CPE STAFF
SEPTEMBER:
Estimated Fall Enrollment September 7 Martha Evilsizor
IPEDS Fall Data Collection Opens September 7 Heidi Hiemstra
OCTOBER:
IPEDS Fall Data Collection Closes October 19 Heidi Hiemstra
NOVEMBER:
Fall Enrollment November 1 Martha Evilsizor
Student Financial Aid November 15 Martha Evilsizor
DECEMBER:
IPEDS Winter Data Collection Opens December 7 Heidi Hiemstra
IPEDS Spring Data Collection Opens December 7 Heidi Hiemstra
FEBRUARY:
IPEDS Winter Data Collection Closes February 8 Heidi Hiemstra
MARCH:
Spring Enrollment Type 1 March 30 Martha Evilsizor
APRIL:
Application for Annual Maintenance of Licensure or Renewal of April 1 Sarah Levy
License Pursuant to 13 KAR 1:020
IPEDS Spring Data Collection Closes April 11 Heidi Hiemstra
MAY:
Off-Campus Course Sites (to update Table 29 of Reporting May 1 Martha Evilsizor
Guidelines)
Estimated Degrees Conferred May 7 Martha Evilsizor
JULY:
Entrance Exam File July 1 Martha Evilsizor
AUGUST:
Transfer File August 1 Martha Evilsizor
Degrees Conferred August 1 Martha Evilsizor

Council on Postsecondary Education
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Approved: __ May 22, 2006

Council on Postsecondary Education
Data Policy—I nstitutional Data

Section 1: Purpose

This policy establishes the principles and practices related to collection, maintenance, use,
analysis, and dissemination of data and information collected and maintained through the
Kentucky Council on Postsecondary Education (CPE) comprehensive database system.

Section 2: Statutory Authority
KRS 164.020, KRS 164.095, and KRS 164.283
Section 3: Background

The CPE maintains and manages a unit record database containing public and private higher
education institutional data used by the CPE for state and federal reporting, policy analysis, and
decision-making. This database is referred to as the comprehensive database system.

The data and information collected through the comprehensive database system are used in
support of improvements to instruction and to evaluate and measure performance within the
system, all in support of postsecondary education reform. The data and information collected
also is part of a comprehensive accountability system that the CPE is required to develop and
maintain by KRS 164.020 and KRS 164.095.

The CPE protects all data and information in accordance with the Family Educational Rights and
Privacy Act (FERPA) 20 U.S.C. § 1232g, et. seq. and applicable state laws. Where the data
collected contain individual data on students, it is subject to both privacy and confidentiality
procedures.

Section 4: Definitions

A “Confidentiality” means how personally identifiable information collected by an
authorized agency is protected and when consent by the individual is required.

B. “Council,” “Council on Postsecondary Education,” or “CPE” refers both to the agency
established in KRS 164.011, to the staff of the agency employed pursuant to KRS
164.013, and to agency representatives who are employed by the CPE and who are under
the direct control of the agency.

C. “Directory information” means information contained in an education record which
would not generally be considered harmful or an invasion of privacy if disclosed to the
public. The definition of directory information shall be specific to each institution.

Council on Postsecondary Education
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D. “Education records” means those records directly related to a student and maintained by
an educational agency or institution.

E. “Family Educational Rights and Privacy Act or FERPA” means the federal law codified
at 20 U.S.C. 1232g and its implementing regulations found in 34 C.F.R. Part 99.

F. “Legitimate educational interest,” for purposes of this policy, is an endeavor that furthers
the understanding of educational practices, methods, and/or theory through formal,
accepted research practice.

G. “Personally identifiable information” means information contained in an education record
such as a personal identifier, characteristic, or other information that would make a
student’s identity easily traceable.

H. “Privacy” means the right of an individual to have personal information adequately
protected to avoid the potential for substantial harm, embarrassment, inconvenience, or
unfairness.

I “Research” means a formal investigation designed to develop or contribute to general
knowledge.

J. “State and local education authority” means an agency or other party with educational
expertise and experience that is responsible for and authorized under state or local law to
regulate, plan, coordinate, advise, supervise, or evaluate elementary, secondary, or
postsecondary education programs, services, agencies, or institutions in the state.

K. “Third party” is a party other than the institution who provided the data to the CPE.
Section 5: Policy
A. General

1. This policy shall apply to all data and information created, collected, and maintained
by or for the CPE, whether in electronic, paper, or other format.

2. The CPE is authorized by KRS 164.020(6) and (26) and KRS 164.095 to perform
research on postsecondary education related issues, to maintain an accountability
system, and to evaluate the performance of institutions in regard to the goals of the
Kentucky Postsecondary Education Improvement Act of 1997 and the strategic
agenda.

3. Data collected and maintained by the CPE shall be managed in a manner that supports
the improvement of education in Kentucky consistent with the goals of the Kentucky
Postsecondary Education Improvement Act of 1997 and the Adult Education Act of
2000. The CPE shall promote access to and dissemination of nonpersonally
identifiable information that improves the education-related decisions of parents,
teachers, administrators, policymakers, and educational stakeholders as well as the
general public.

Council on Postsecondary Education
8



Where access to personally identifiable information is restricted by federal and state
law, the information shall be processed (e.g., aggregated, summarized, or
characterized) to provide access while meeting the requirements for restriction.

This policy will adhere to restrictions on the releases of personally identifiable
information identified in the FERPA, 20 U.S.C. 1232¢g, and KRS 164.283.

The CPE shall ensure that data and information remain at all times under the direction
and control of the CPE, that personally identifiable information is not disclosed to
officials other than the CPE staff or contractors assigned to a project, and that all
information is destroyed when there is no longer a need for the data for the purpose
outlined.

Data access provisions may change if mandated by federal statute, state law, or
administrative rules, where those changes are not in conflict with FERPA. The CPE
may, at its discretion, propose changes in the data policy but the new rules shall not
apply to data or information collected under the old policy unless proper notice has
been given.

Security Requirements

1.

Security includes measures to ensure that records are not lost, stolen, vandalized,
illegally accessed, or otherwise rendered useless. Since the data are stored on
computers, it is essential that there be a high level of protection that provides integrity
and availability commensurate with the level of risk and magnitude of harm.

Data, copies of data, and all reports containing personally identifiable information
shall be maintained in a secure environment to prevent unauthorized access. A secure
environment includes any electronic media, personal computer, server, or network on
which the data reside.

The CPE shall use encryption or other best practices when using personally
identifiable information, and shall require institutions to use encryption or other best
practices when transferring personally identifiable information to the CPE.

Private or confidential data on an individual shall not be created, collected, stored,
used, maintained, or disseminated for any purpose other than for the stated purpose.

Disclosure in summary reports is designed to protect an individual’s identity. The
Council will establish a cell size standard for reporting of data when it is necessary to
keep an individual from being identified.

Private or confidential data will not be released to the public, to a third party, nor to
provider institutions except as provided for in 34 C.F.R. 8 99.31 or to authorized staff
of the postsecondary education institution who released the data to the CPE.

Council on Postsecondary Education
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Requests by Individualsto Examine Their Personal Data

1. Upon request of individuals under Section 552a(f)(1) of the Privacy Act of 1974 or 34
CFR, Section 99.20 of FERPA to gain access to their records contained in the CPE
comprehensive database system, the CPE will provide a copy of all or any portion in
a comprehensible form and will consider requests, in consultation with the
appropriate institution, to amend the record.

2. Individuals or groups requesting directory information contained in data files
provided by institutions will be directed to the respective institution.

Certification:
Thomas D. Layzell

Original Approval: March 21, 2005

Amended: May 22, 2006

Council on Postsecondary Education
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Estimated Enrollment

Fall 2011

Council on Postsecondary Education
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DUE DATE:
Fall: September 7

ESTIMATED ENROLLMENT

Semester: Fall

Institution

FICE Code Census Date Used

[nstructions

Report estimated full-time, part-time, and total headcount enrollment on the official CPE enrollment reporting census date
(last date which a student may add a course for credit). Include any estimated enrollment from short-term courses beginning
after the census date. The estimated enrollment should be reflective of the total anticipated enrollments to be submitted to the
Council in the official reports for fall (in November). Report an estimate of the total student credit hours for undergraduate,
graduate, and law students. Headcount enrollment is used to calculate FTE for medical students and doctoral dissertation
students. Cells used in the calculation of FTE are shaded for clarity.

Estimated Headcount Enrollment

Undergraduate Graduate Total
M aster's/Specialist, Doctor's - Medicine Doctoral
Resear ch/Scholar ship (excluding Dissertation
doctoral dissertation), Doctor's -
Professional Practice (excluding
M edicine)
Full-Time
Part-Time
Total
Total Student Credit Hours (for calculating FTE)
Undergraduate Graduate
M aster's/Specialist, Doctor's -
Resear ch/Scholar ship (excluding
doctoral dissertation), Doctor's -
Professional Practice (excluding
medicine)
Credit
Hours

Signature of Respondent

Title of Respondent

Telephone Number

Please provide thisdata on or before September 7 to Martha Evilsizor by either fax
(502-573-1535) or email - Martha.Evilsizor @ky.gov.

Council on Postsecondary Education
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Enrollment

Fall 2011
Spring 2012

Council on Postsecondary Education
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DUE DATE:
Fall: November 1 Spring: March 30

DEFINITIONS AND INSTRUCTIONS FOR FALL/SPRING ENROLLMENT
KENTUCKY INDEPENDENT INSTITUTIONS

General Instructions

The fall/spring enrollment submissions should include enroliment in all courses (day, evening, off-
campus, and distance education) for which semester hour credit is granted, or regular academic
courses carrying zero hours credit except for zero credit hour laboratories associated with lectures
if laboratory and lecture are assigned identical course IDs. For each fall term, type one (student),
type two (course), and type three (class) records should be included for each of these courses. For
each spring term, type one (student) records should be included for each of these courses. For all
full-term courses, the data are to be the net enrollment as of the last date of the reporting period
which students may add a course for credit (census date). This date must agree with the officia
institutional calendar. All enrollment transactions initiated on or before the census date should be
processed and reflected on the submission. Exclude students who have withdrawn on or before the
census date, have not paid, or have not made arrangements with the business office for payment of
tuition and fees.

Include short-term courses beginning after the effective cut-off date. For each short-term course,
an individual cut-off date should be established. These dates, based on length of course, should be
prorated consistent with the ingtitution's policy for full-term courses. Report winter term
enrollments with the spring enrollment.

Do not include enrollment in zero credit hour laboratories associated with lectures if laboratory and
lecture are assigned identical course IDs, noncredit courses, noncredit workshops, continuing
education unit courses, or other courses for which regular semester hour credit is not granted. Do
not include enrollment in classes which did not materialize, were canceled, or otherwise not in fact
offered. Do not report enrollments from previous semesters, with the exception of specia winter
terms reported with the spring collection as mentioned above.

Report a unigue section number for each course within aterm. This could be a totally different
section number or could be a character or number added to the section number (for example, ACC
601 01 and ACC 601 01A).

The type one enrollment record will be considered the master enrollment record for students. If a
student does not appear on at least one type one record during the relevant academic year, records
for that student will not be accepted on the Entrance Exam, Transfer, or Financia Aid files.

Type One (Student) Record:
1. Birth Date— Report the student’ s full date of birth (MMDDYYYY).
2. County of Origin - If the student’s state of origin is Kentucky, report the county of origin
using the FIPS codes from Table 5-A. If the student’s state of origin is something other than

Kentucky, report the county of origin (if available) using the FIPS codes found at
http://www.itl.nist.gov/fipspubs/co-codes/states.ntm. If reporting the county for states other

Council on Postsecondary Education
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than Kentucky is not possible, report 000. CPE staff will approximate the county based on
the zip code (see item #19). Also report 000 for the county for students from another
country. The definition of origin is lega residence a time of first admission to the
institution.

Declared Major or Program Prefix — For al students, report the appropriate declared major
or program prefix code from Table 15.

Declared Major - The declared major must be consistent with the ingtitution's degree
program inventory. Use only those codes listed in that inventory (See Tables 16-B and 17).
Report the student declared major for all students except those who are not permitted by
ingtitutional policy to declare a major. Students who are not permitted, by officia
ingtitutional policy, to declare a major shall be coded as baccalaureate degree students with
an undeclared magjor prefix (Code U). Students who have declared intent to major in a
program with selective admissions or limited enrollment are to be reported with their
declared mgjor.

a  Post-baccalaureate—nondegree; undergraduate nondegree, graduate

nondegree, and high school students enrolled in postsecondary level
courses should be assigned the 90.0000 nondegree code.

b. An undergraduate major prefix code should be reported for the not
designated, undecided, undeclared student. If a specific degree level
isnot known, report ‘U’ for major prefix code.

c. For students declaring a double major, report the first major in
columns 110-118 and the second magjor in columns 119-127.

First-Time Student - The student is to be identified as a first-time student if he has
graduated from high school and has not previously earned credits in the degree level for
which he is enrolled unless the credits were earned before graduation from high school. A
student should be reported as a first-time student only for the fal term in which he first
enrolls.
a. DO NOT report current high school students who are, for the first
time enrolled for postsecondary credit.
b. Report first-time students for each degree level: undergraduate (first-
time freshman, sophomore, junior, and undergraduate nondegree) and
graduate (master's, specialist's, doctoral, and graduate nondegree).
Students in Ed.D. leadership programs who have done previous
graduate-level work toward master's degrees, rank 1 and 2
certification, etc., including nondegree coursework, should not be
reported as first-time graduate students.
C. Report ‘'S in the first-time student field in the fall semester for
students who were first-time in the summer semester and returned to
your ingtitution in the fall.

Firs-Time Transfer Student - The student is to be counted as a transfer from the last
ingtitution attended prior to acceptance by the receiving institution. A first-time graduate
student is not to be reported as a transfer from his undergraduate institution. Include the
first-time transfer student whose transfer credits are being held pending validation of
coursework. The student should be reported as he will be classified upon the validation of
his coursework. Report first-time transfers for each degree level (undergraduate, graduate).
The student may transfer with or without credit. A student should be reported as first-time
transfer only once.

Council on Postsecondary Education
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10.

11.

12.

13.

14.

FICE/IPEDS Code of Sending Institution - Report the FICE or IPEDS code of the sending
ingtitution for each first-time transfer student from a Kentucky institution. For each first-
time transfer student from an out-of-state institution, report the code of the state (FIPS
Code), territory, or foreign country of the sending institution (see Table 9).

GRS Cohort — In column 81, for the fal enrollment report only, indicate Y if the student is
full-time and eligible to be included in the Integrated Postsecondary Education Data System
(IPEDS) Graduation Rate Survey (GRS) Cohort, P if the student meets the criteria and is
enrolled part-time, or N if the student is not eligible. The following criteria determine
whether an undergraduate student is included in the cohort:

Full-time First-time: Include students who attended college for the first time (either
part-time or full-time) in the prior summer term whether at the same college, another
college in Kentucky, in another state, or another country. Summer semester will be
counted whether the student enrolled as degree-seeking or not. Also include students
who have entered with advanced standing (college credits earned before graduation
from high school). Degree/certificate seeking: Students must be enrolled in courses
creditable toward a degree, diploma, certificate, or other formal award. Include
students in occupational and vocational programs. Students at four-year institutions
whose intent is not known are to be reported in the bachelor’ s cohort.

High School GPA — Report the weighted high school grade point average converted to a
four-point scale for all first-time undergraduate degree-seeking students. It should be right
justified and show two decimal places (decimal isimplied).

ID Type—Report ‘1" if the student ID isavalid Social Security Number or ‘2’ if it is some
other ID number (institutional 1D, SEVIS, other).

Institutional | D — Report in columns 138-147 the student’ sinstitutional 1D number. This
field is optional.

KDE 1D — Report the ten-digit ID number supplied by the Kentucky Department of
Education and found on the student’ s high school transcript in columns 148-157 for all first-
time students who graduated from a public high school in 2008 and later and for high school
students (students enrolled in dual credit courses or dually enrolled).

Multi-Ingtitution Program — If the student is enrolled in ajoint, cooperative, collaborative,
or other multi-institution program, report ‘X’ in column 128 for the first major or in column
129 for the second mgjor.

Race — In column 69, report the race code from Table 2 using the descriptionsin Table 2.
In columns 158-165, report Y or N using the following descriptions:

e Hispanicor Latino - A person of Cuban, Mexican, Puerto Rican, South or Central
American, or other Spanish culture or origin, regardless of race.

e American Indian or Alaska Native - A person having originsin any of the
original peoples of North and South America (including Central America) who
maintains cultural identification through tribal affiliation or community
attachment.
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e Asian - A person having originsin any of the origina peoples of the Far East,
Southeast Asia, or the Indian Subcontinent, including, for example, Cambodia,
China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand,
and Vietnam.

e Black or African American - A person having originsin any of the black racial
groups of Africa.

o Native Hawaiian or Other Pacific Idander - A person having originsin any of
the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

e White- A person having originsin any of the original peoples of Europe, the
Middle East, or North Africa.

e Nonresident alien - A person who is not a citizen or national of the United States
and who isin this country on avisa or temporary basis and does not have the right
to remain indefinitely. NOTE - Nonresident aliens are to be reported separately, in
the field provided, rather than included in any of the six racial/ethnic categories.
Resident aliens and other digible (for financial aid purposes) non-citizens who are
not citizens or nationals of the United States and who have been admitted as legal
immigrants for the purpose of obtaining permanent resident alien status (and who
hold either an alien registration card (Form [-551 or 1-151), a Temporary Resident
Card (Form 1-688), or an Arrival-Departure Record (Form [-94) with a notation
that conveys legal immigrant status such as Section 207 Refugee, Section 208
Asylee, Conditional Entrant Parolee or Cuban-Haitian) are to be reported in the
appropriate racial/ethnic categories along with United States citizens.

e Raceand ethnicity unknown - This category is used only if the person did not
select EITHER aracia or ethnic designation.

15. Student Classification

a  An undergraduate student is to be classified based on total semester
credit hours earned, except in the following cases:
1. A transient student should be classified as "undergraduate
nondegree.”
2. Specid students are listed in the definitions: "audit student,”
“post-baccaladreate—hondegree—student,”  "post-baccal aureate
undergraduate degree seeking," “pest-baccalaureate—certificate

"undergraduate nondegree,” or "high school."

b. A graduate transient student should be classified as "graduate
nondegree.”

c. A post-master's student, not officially admitted to a certificate,
master's, specialist's, or doctoral program, should be classified as
"graduate nondegree.”

d. A regular degree-seeking student who, for a semester, enrolls as an
audit student only may be reported with his regular classification and
declared major. This applies only to degree-seeking students.

16. Total Credit Hours- Total hourstaken for credit, excluding audit hours.

17. Transfer Credit - For each undergraduate first-time transfer student, report in columns 82-
84 the total number of semester credit hours recorded on the student's academic permanent
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18.

19.

20.

record as accepted by your institution as transfer credit from all previoudy attended
Kentucky and out-of-state institutions. If hours cannot be determined at the time of
reporting, please report XXX in columns 82-84. At a later date, institutions will report
actual transfer hours for al reported XXX's. For students who have previoudy earned a
degree and are pursuing a second degree at the same level (undergraduate), report thd
(transfer baccalaureate degree) or tad (transfer associate degree) in columns 82-84. |If
decimals, round to the nearest whole number (less than .50 round down). If no credit hours
are accepted for afirg-time transfer student, report 000 in columns 82-84.

Year of High School Graduation, First-Time Degree-Seeking - Report the year the
student graduated from high school or received the GED certificate in columns 102-105.

Location of High School Graduation, First-Time Degree Seeking - Report students
graduated from a Kentucky high school by specific high school code. If the high school does
not appear in Table 13, report by county as shown in the table. For a student with a GED
certification, use the code B121. For a student graduating from an out-of-state high school,
use the code B200. For a student with no high school diploma or GED certificate, use the
code B122. For a student who is home schooled, use the code B123. For a student who has
been home schooled, but who also received the GED, report the home schooled code B123.
Beginning in fall 2008, also report the high school code for high school students
(classification 20) who are dually enrolled or are enrolled in dual credit courses.

Zip Code — Report the zip code of the current permanent address of all students in columns
130-134. Leave blank for international students.

Type Two (Cour se) Record:

1

2.

Audit - Code"Y" (Yes) for audit courses and "N" (No) for coursestaken for credit.

Credit Hours - Number of hours for which a student is receiving credit. For audit courses,
code number of hours for which the student was charged.

International Exchange Course - For each student currently enrolled in an institution in
another country under a formal international exchange program, report a Type Two Record
with the Course Prefix and Number of IES 333 (universities) or 233 (KCTCS colleges), and
report the code for the foreign country in which the student is enrolled in the Course ID
section field, right justified. Report course with one credit hour. For foreign students
attending a Kentucky ingtitution, report a Type Two Record for each course in which the
student is enrolled.

National Student Exchange Course - For each student enrolled in your institution but
currently attending an ingtitution in another state under the National Student Exchange
Program, report a Type Two Record with the Course Prefix and Number of NES 333
(universities) or 233 (KCTCS colleges), and report the code for the state in which the
student is enrolled in the Course ID section field, right justified. Report the course with one
credit hour. For students from ingtitutions in another state who are attending a Kentucky
institution, report a Type Two Record for each course in which the student is enrolled.
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Type Three (Class) Record:

1

On/Off-Campus Classification - A course taught partially at a location classified as on-
campus and partidly at a location classified as off-campus is to be counted as on-campus
only if at least fifty percent of the instruction takes place on-campus. 1ES 333 (International
Exchange Student) and NES 333 (National Exchange Student) are to be reported as on-
campus.

Course Leve - Each course should be assigned only one course level (see Table 10). The
course level should be assigned relative to the intended degree of complexity or expected
level of student comprehension rather than the student level (or classification) of those
enrolled in the course. The course level should be coded based on the following:

a  Lower Division - Courses designed primarily for the instruction of
freshman or sophomore students.

b. Upper Division - Courses designed primarily for the instruction of
junior or senior students.

c. Graduate - Courses designed primarily for the instruction of graduate
students.

Courses designed to jointly serve two student levels should be assigned the lower of the
appropriate codes.

Dual Credit - In column 25 indicate whether courseisfor dual credit; in column 26 indicate
whether teacher of record is a high school teacher.

Credit Hours - Minimum and Maximum - For a course offered for a fixed number of
credit hours, report that number in Columns 27-29. If the course is offered for different
hours credit (example: 1 hour, 2 hours, or 3 hours), report the minimum hours for which it is
offered in columns 27-29 and the maximum hours in columns 30-32.

Off-Campus Site - For each course taught off-campus and-eutside-the-institution's-home
eounty;—also report the site (town and community) in which the class is located. In columns
46-48 report the appropriate off-campus site from Table 29. For each new site not contained
in Table 29, assign the next avail able numeric code.

Courses Taught in Multiple Counties, States, or Countries - For courses taught in more
than one county, state, country, or any combination, use the codes from Tables 4A, 4B, and
5A asfollows: multiple states - B99; multiple foreign countries — BZZ; multiple Kentucky
counties— B21; other multiple sites- BMS.

Distance Learning — Report distance learning course providers on the Type 3 record by
entering “1” for institutionally provided courses, “K” for KYVC courses, and “O” if other
organizations are providing the reported distance learning course in column 40. To be
counted as KYVC (@) a course, module, or other program must be housed on a course
management platform or other software licensed by the KYVC or (b) the registration for the
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10.

11.

12.

13.

14.

course, module, or other program occurred through KYV C regardless of where the course is
housed electronically. Report the code from Table 6 for the primary mode of delivery for
these courses. The off-campus location in columns 34-36 and the off-campus site in columns
46-48 can be | eft blank for distance learning courses.

KYVC —Report Y or N in column 57 to indicate use of KYVC services.

Developmental Course — Report 1, 2, 3, 4, or 0 from Table 26 in column 49 for
developmental courses. Leave blank if course is not developmental.

Supplemented Courses — For each entry-level, credit-bearing course that offers
supplemental academic support for students with developmental or orientation needs, such as
extra class sessions, additional labs, tutoring or monitoring of students, report the type of
supplemental instruction provided from Table 26, leaving the field blank if no supplemental
instruction is offered. Only report as supplemented for English, mathematics, science, or
reading (codes 1-4) if the course can be substituted for a developmental/remedial course in
that subject or if the courseis designed for students scoring below the minimum placement or
entrance exam score needed for placement in a regular (non-supplemented), credit-bearing
class. The course description given in Table 26 only refers to the type of supplemental
instruction offered, not the course as a whole, as the supplemented course designation is only
for credit-bearing courses, not developmental or remedial courses.

Regional Postsecondary Education Center — If a courseistaught at one of the six official
regiona postsecondary education centers or the University Center of the Mountains, report in
columns 44-45 the code from Table 28 that corresponds to itslocation. If not, leave blank.

International Exchange Class - Report a Type Three Record to include all students enrolled
in an ingtitution in another country during the current semester in aformal international
student exchange program. The classisto be reported with Course Prefix and Number of
IES 333. Report the code for the foreign country in which the student is enrolled in the
Course ID section field, right justified. Report a separate Type Three Record for each
foreign country in which students are enrolled. Report each class with one credit hour.
Report course level code of 00 for each IES class. Report the class with the on-campus
location.

National Student Exchange Class— Report a Type Three Record to include al students
who are enrolled in your institution, but who are attending an institution in another state
during the current semester as a participant in the National Student Exchange Program. The
classisto be reported with the Course Prefix and Number of NES 333. Report the code for
the state in which the student is enrolled in the Course ID section field, right justified. Report
a separate Type Three Record for each state in which students are enrolled. Report each
class with one credit hour. Report the course level code of 00 for each NES class. Report the
class with the on-campus location.

Course ID and Section Number — Do not report courses with duplicate section numbers.
Every section number should be unique for a specific term. This could be a totally different
section number or could be a character or number added to the section number (for example,
ACC 601 01 and ACC 601 01A).
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Definitions

1

10.

Audit Course - A credit course will be defined as "audit" for a student who takes the course for
zero hours credit.

Audit Student - Student who is not enrolled in a certificate, diploma, or degree program but is
enrolled only in one or more "audit course." (See instruction 15.d for reporting degree-seeking
students auditing courses.)

County, State, Territory, or Foreign Country of Origin - County, state, territory, or country of
legal residence at time of first admission to the institution.

Course Levd - Thelevel of offering for instructional courses. Course levels are assigned relative
to the intended degree of complexity or expected level of student comprehension rather than the
student level of those enrolled in the course.

Declared Major - The maor program and certificate, diploma, or degree level objective,
according to the student's stated intent.

a  First Major - The student declared major field of greater specialization
and/or primary interest.

b. Second Major - For a student declaring two mgjors, the field of secondary
interest.

c. Undecided, Undeclared Major (00.0000) - The major field for a certificate,
diploma, or degree-seeking student who has not declared a major, or who,
because of official institutional policy, is not permitted to declare amajor.

Declared Major_or_Program Prefix Code — The alpha code indicating the level of a student’s
declared degree or program as listed in Table 15.

Distance L earning — Any for-credit instruction where more than 50 percent of the delivery of
instruction may utilize any or al of the following: print material, e-mail, telephone, audiotape,
videotape, television/VCR, satellite, or computer for access to CD ROM, interactive video,
Internet, or the Web. The instructor must be physically separated from the students for the
majority of the term. This criterion excludes sessions that may be scheduled individually, such as
advising, labs, or testing. KTLN sections that originate from campus are considered distance
learning courses.

Doctor’s Degree — Research/Scholarship — A Ph.D. or other doctor's degree that requires
advanced work beyond the master’s level including the preparation and defense of a dissertation
based on origina research, or the planning and execution of an origina project demonstrating
substantia artistic or scholarly achievement. Some examples of this type of degree may include
Ed.D., DMA, D.BA,, D.S., D.A., or D.M., and others, as designated by the awarding
institution.

Doctor’s Degree — Research/Scholarship Dissertation Student - Doctoral student who has
completed all required coursework and isworking on his research project or dissertation.

Doctor’s Degree — Professional Practice — A doctor’s degree that is conferred upon completion
of a program providing the knowledge and skills for the recognition, credential, or license
required for professiona practice. The degreeis awarded after a period of study such that the total
time to the degree, including both pre-professional and professional preparation, equals at least six
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11.

12.

13.

14.

full-time equivalent academic years. Some of these degrees were formerly classified as “first-
professional” and may include: Chiropractic (D.C. or D.C.M.); Dentistry (D.D.S. or D.M.D.);
Law (L.L.B. or JD.); Medicine (M.D.); Optometry (O.D.); Osteopathic Medicine (D.O.);
Pharmacy (Pharm. D.); Podiatry (D.P.M., Pod.D., D.P.); or Veterinary Medicine (D.V.M.), and
others as designated by the awarding institution.

Dual Credit Course - A course for which both a high school and a college/university award
credit to ahigh school student.

Ethnicity — As noted in the Integrated Postsecondary Education Data System (IPEDS) Enrollment
Survey instructions, a honresident aien is a person who is not a citizen or national of the United
States and who is in this country on a visa or temporary basis and does not have the right to
remain indefinitely. As noted in the Council on Postsecondary Education Administrative
Regulation 13 KAR 2:045 for determination of residency status for admission and tuition
assessment purposes the following nonimmigrant visa designations are not eligible to establish
domicile or residency: B, C, D, F, H-2, H-3, H-4 if accompanying a person with an H-2 or H-3
visa, J, M, O, P, Q, S, TD, or TN. Students holding these visas should be reported as nonresident
aiens.

Alternatively, resident aliens and other eligible (for financial aid purposes) non-citizens who are
not citizens or nationas of the United States and who have been admitted as legal immigrants for
the purpose of obtaining permanent resident alien status are to be reported in the appropriate
racial/ethnic categories along with United States citizens. These students hold an alien registration
card (Form 1-551 or 1-151), a Temporary Resident Card (Form 1-688), or an Arrival-Departure
Record (Form 1-94) with a notation that conveys legal immigrant status (such as Section 207
Refugee, Section 208 Asylee, Conditional Entrant Parolee or Cuban-Haitian). Also, students with
visadesignations A, E, G, H-1, H-4 if accompanying a person with an H-1 visa, |, K, L, N, and R
are permitted to establish domicile in the United States and should be reported in the appropriate
racial/ethnic categories along with United States citizens.

A foreign student who lives outside the United States and who is taking only online courses
should be reported as a nonresident alien.

First-Time Student (Other than first-time transfer) -

a  First-Time Undergraduate Student - An undergraduate student who has not
previoudy attended any postsecondary institution or who attended college
level courses as a high school student and is currently enrolled for the first
time since high school graduation. Include students who were first-time in
the summer semester and returned to your institution in the fall. DO NOT
include students who are currently in high school taking collegiate level
courses. Includes first-time freshman (01), first-time sophomore (02),
first-time junior (03), and undergraduate nondegree (05).

b. First-Time Graduate Sudent - A graduate student who has, for the first
time, been classified as a graduate student. Includes master's (06),
speciaist's (07), doctor's degree — research/scholarship (08), doctor’'s
degree — professional practice (12), and graduate nondegree (16) students.

First-Time Transfer_Student - A certificate-, diploma-, or degree-seeking student entering the
reporting institution for the first time but known to have previously attended a postsecondary
ingtitution at the same level (e.g., undergraduate, graduate). The student may transfer with or
without credit.
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15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25,

26.

27.

Freshman - Student who has graduated from high school and earned fewer credits than officialy
required by the ingtitution for sophomore classification.

Full-Time Equivalent (FTE) — A single value providing a meaningful combination of full-time
and part-time students. Full-time equivalent enrollments are calculated using the following
formula.

(Undergraduate student credit hours/15)+(graduate SCH/12)+(law SCH/12)+(headcount of
medical, dental, and pharmacy students)+(headcount of doctoral dissertation
students)+(headcount of post-doctoral students)+(headcount of house staff)

Full-Time Student - A student enrolled for the number of hours required by the institution for
full-time status. Hours in courses taken for audit are to be included in the calculation of full-time
status.

Graduate Certificate — Student with at least a baccalaureate degree enrolled in a graduate
certificate program. Includes those formerly reported as post-baccalaureate and post-master’s
certificates and any other graduate level certificates. Report with student classification code 33.

Graduate Nondegree Student - Student with at least a baccalaureate degree enrolled in the
graduate school but not in a degree program.

High School Student - Student currently in high school and enrolled in postsecondary level
courses; should be reported as 90.0000 -- nondegree student major program code.

Junior - Student who has earned the credits officially required by the ingtitution for classification
asajunior.

Main Campus - Property located in the institution's home county and owned by the institution or
one of its affiliated corporations.

Master's Degree Student - Student with at least a baccalaureate degree enrolled in a graduate
program which results in a master's degree.

Multi-Ingtitution Program — A program that involves resource sharing among multiple
institutions or organizations. All participating institutions share responsibility for some aspects of
the program’s delivery and quality. The appropriate faculty and staff of each participating
ingtitution will agree on the home school of enrollment for participating students, degree
conferral, financia aid, program delivery, the alocation of equipment and facilities, provision of
student services, assessment criteria, and the general management of the program. A copy of the
program agreement will be submitted to the Council on Postsecondary Education prior to
recognition of the arrangement on the CPE's Registry of Degree Programs. This definition
appliesto joint, cooperative, and collaborative programs and other multi-institution agreements.

Net Credit Hour Enrollment - Total credit hours for which a student is enrolled as of the census
date.

Net Headcount Enrollment - Tota number of students who are enrolled as of the census date.

Off-Campus I nstruction - All courses taught at any location other than "on-campus.”
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28. On-CampusInstruction - All courses taught within the boundaries of the main campus.

29. Pogt-Baccalaureate Under graduate Degr ee-Seeking Student - A student with a baccalaureate

degree who is working toward another baccal aureate degree or an associate degree. Report with
classification code 30 - Post Baccalaureate Degree-Seeking, and with the appropriate degree
prefix and program CIP code.

30. Primary Digtance L earning M ode of Delivery — For each distance learning course, indicate the

method of instructiona delivery:

Internet/World Wide Web.

Site to site, 2 way, audio/video. Includes compressed video via land lines (e.g., T1
lines).

Open Broadcast/Community Cable Television — A telecourse that is transmitted by
traditional television open broadcast signal and that can usually be viewed in one’s
home via antenna reception or local cable service.

Print-based, Audiotaped, Videotaped, Telephone, or CD.

Satellite and Microwave Telecourse — Telecourse that requires students to report to a
specific site to enrall in and view the course. Includes satellite and microwave
delivery.

31. Project Graduate Student — A Project Graduate student is one who:

. Does not already hold a bachelor’ s degree.

. Has accumul ated 80 or more undergraduate credit hours at any institution(s).

. Is entering or returning as a bachelor’ s-degree-seeking student after not being

enrolled at the institution where they are seeking admission or readmission for at

least two years.
. And was contacted by and/or received services or benefits from Project

Graduate, including recruitment, advising , tuition or fee waivers, scholarships,

or other institutional services or benefits, aslong as said benefits or services are

unique to Project Graduate participants.

32. Redional Postsecondary Education Center — One of the six officia regional postsecondary

education centers and the University Center of the Mountains, listed in Table 28.

33. Senior - Student who has earned the credits officially required by the institution for senior
classification.
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35.

36.

37.

38.

39.

Sophomore - Student who has earned the credits officially required by the ingitution for
sophomore classification.

Specialist's Degree Student - Student with at least a master's degree enrolled in a graduate
program which resultsin a specialist's degree.

Transfer Credit — The total semester credit hours recorded on the student’ s academic permanent
record as accepted by the ingtitution as transfer credit from all previoudy attended Kentucky or
out-of -state institutions.

Transient Student - A student in good standing in any recognized institution who is taking work
in another ingtitution to transfer back to the first institution.

Under graduate Nondegr ee Student - Student who is enrolled for credit in undergraduate courses
but does not intend to receive a degree from the ingtitution and-has-hetreceived-an-undergraduate
degree. Should be reported with 90.0000 — nondegree program. (DO NOT include students who
are currently in high school taking collegiate level courses.)

Under graduate Student — Student enrolled in a four- or five-year bachelor’s degree program, an
associate degree program, or in a vocational or technical program below the baccalaureate that is
normally terminal and resultsin formal recognition.

Council on Postsecondary Education
25



LIST OF TABLES
FOR
OPENING ENROLLMENT

TABLE
NUMBER TITLE PAGE
1 Institution FICE Codes (INdePendENt)...........ccveveiieieerieiieie e et ste e 57
2 1 o 00 == 58
4-A S (1 @00 (S (1 ) SRR 59
4-B1 Foreign Countries and U.S. Territories Codes (Alphabetical by Country) ........ccccceevevenee. 60
4-B2 Foreign Countriesand U.S. Territories Codes (Alphabetical by Code) ........ccccooeevvrveeenee 69
5-A Kentucky County CodeS (FIPS) ......cooiiieiiieeee et s 78
6 Primary Distance Learning Mode Of DElIVENY ..o 79
7 ClassifiCalion COUES........ccciiiieereiiere e se ettt ae ettt e sbesre e tesneeaestesnaessesreensensens 80
9 Institution and State FICE/IPEDS COUES.........covierieieeeeeesenese e seeeeneenens 81
10 COUrSE LEVE] COUES. .....cueeneeeieieeiesie ettt sttt sneneesae st e e eneenis 87
13-A High School Codes (AIPhaDELiCal) ...........coeririiiee s 89
13-B High School Codes (NUMENCAl).......ccviieieieee ettt 102
13-C High School Codes (ClOSE) .....ccueoiiiiiiiece ettt s 115
15 Declared Major and Program PrefixX COUES..........coeieiririnereseseesieee e 120
16-A Classification of Instructional Programs (CIP) COUES..........cocuriririerierieininesesie e 121
16-B Undeclared and NONAEgree COUES .........covuiiiiie ettt s ene 122
17 DEGIEE PrOGIaIMS .....cotieieiiiee ettt sttt r e r e sre e smnesaneen e reenreenree 123
26 (O e ¥ @0 1 == [ S 124
28 Regional Postsecondary EAUCation CENtErS.........ccoeiiieeieiie ettt 125
29 OFf-CamPUS COUISE SITES........ceiiiiteeieiieetiete sttt e st st e e s re e e besaeestesbeeaesresaeebesreeanesseens 126

Council on Postsecondary Education
26



FORMAT OF TYPE 1 (STUDENT) RECORD

(One Record Per Student)

1|Form - 1 - char(1) 71|State/Country of Origin - FIPS for states - char(2) 138]Institutional ID - Student's Internal ID -
2[Institution Number(FICE Code) - char(8) 72 139|char(10)
3] 73| County of Origin - FIPS - char(3) 140
4 74 141
_5 75 142
| 6] 76|Blank - char(5) 143
7 77 144
B 78 145
| 9] 79 146
| 10]Social Security Number - char(9) 80 147
| 11 81|GRS (Y,N,P) - char(1) 148|KDE ID - char(10)
12 82|Number of hours accepted in transfer (right justify, zero 149
| 13 83fill, no decimal) - char(3) 150
| 14] 84 151
| 15] 85| Full/Part-Time (F/P) - char(1) 152
| 16 86| Student Classification - see Table 7 - char(2) 153
l 87 154
18 88|Blank - char(1) 155
191D Type - 1=Valid SSN Number, 89| First-Time Student (Y/N/S) - char (1) 156
2=Institutional Number - char(1)
| 20|Last Name - expanded from 15 to 25 90| First-Time Transfer(Y,N) - char (1) 157
| 21 positions - char(25) 91| Transfer FICE - see Table 9 - char(8) 158 Hispanic or Latino (Y or N) - char(1)
22 92 159]|American Indian or Alaskan Native (Y or N) -|
char(1)
| 23] 93 160|Asian (Y or N) - char(1)
24 94 161|Black or African American (Y or N) - char(1)
[ 25 95 161|Native Hawaiian or Other Pacific Islander (Y
or N) - char(1)
| 26 96 163|White (Y or N) - char(1)
| 27 97 164|Non-Resident Alien (Y or N) - char(1)
28 98 165|Race and Ethnicity Unknown (Y or N) -
char(1)
E 99| Total Credit Hours - Numeric, one decimal point, right 166 | Project Graduate Student (Y/N) - char(1)
| 30 100
| 31 101
| 32 102|Year of High School Graduation - yyyy - char(4)
33 103
| 34] 104
|_35] 105
| 36 106|High School Code - see Table 13 - char(4)
| 37| 107
| 38 108
39 109
| 40| 110|Declared First Major Prefix - Table 15 - char(1)
| a1 111 |Declared First Major - Table 17 - char(8)
| 2] 112
| 43] 113
| a4] 114
45|First Name - expanded from 10 to 15 115
| 46| positions - char (15) 116
[ a7] 117
| 48| 118
49| 119|Declared Second Major Prefix - Table 15 - char(1)
| 50 120|Declared Second Major - Table 17 - char(8)
i 121
| 52 122
53 123
| 54] 124
| 55] 125
i 126
57 127
| 58| 128 |Multi-Institutional Program First Major- blank or X -
char (1)
e 129 [Multi-Institutional Program Second Major- blank or X -
char (1)
| 60|Birth Date - mmddyyyy - char(8) 130]Zip Code - char(5)
| 61 131
| 62 132
63 133
| 64] 134
| 65 135|High School GPA - numeric ( two decimal places, right
I 66 136 justified, zero fill)
| 67] 137

()]
=

Gender - (M/F) - char(1)

D
O

Race - See Table 2 - char(1)

-~
(=]

Blank - char(1)
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FORMAT OF TYPE 2 (COURSE) RECORD
(One Record Per Student Per Course)

Form - 2 - char (1)

Institution Number(FICE Code) - see Table 1 - char(8)

Social Security Number - must be nonblank - char(9)

Course Prefix - expanded from 4 to 5 positions - left justify - char(5)

| 24]
25
26
27
28

Course Number - expanded from 4 to 5 positions - left justify -

char(5)

[ 29
[ 30
31
32
33

Section Number - expanded from 4 to 5 positions - right justify -

char(5)

34
E
36

Credit Hours - Numeric, one decimal point, right justify, zero fill -

numeric(3)

37

Audit (Y/N) - char (1)

38
39
40
41
42
43

Blank - char (6)

ﬁ
[ 45]
46
47
48
49
50
51
52
53

Institutional ID - Student's Internal ID - char (10)

OPTIONAL

| 54
55
56

57

58

59

60

61

62

63

64

65

66

67

68

Institutional Course Reference Number - char(15)
OPTIONAL
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FORMAT OF TYPE 3 (CLASS) RECORD

Form - 3 - char(1)

Institution Number(FICE Code) - see Table 1 - char(8)

Course Prefix - expanded from 4 to 5 positions - left justify -
char(5)

Course Number - expanded from 4 to 5 positions - left justify -
char(5)

Section Number - expanded from 4 to 5 positions - right justify -
char(5)

Dual Credit Course (Y/N) - char(1)

26|High School Teacher of Record (Y/N) - char(1)

27|Credit Hours - Minimum or fixed - Numeric, one decimal place,
28 right justify, zero fill - numeric(3)

29

30| Credit Hours - Maximum - Numeric, one decimal place, right
31 justify, zero fill, leave blank if same as minimum - numeric(3)
32

33|1=0On-Campus, 2=0ff-Campus - char(1)

34 |OH-Campus-Location—see Fables 4A4B-5A Blank -
35 char(3)

36

37|Number of Students - right justify, zero fill - numeric(3)

38

39

40

Distance Learning Provider - I=Institutional, K=KYVC, N=No,
O=Other - char(1)

41

Primary Dist Learn Mode of Delivery (see Table 6) -char(1)

42

43

Course Level - see Table 10 - right justify, zero fill - char(2)

a4

45

Regional Postsecondary Education Centers - see Table 28 -
char(2)

46

47

48

Off-Campus Sites - see Table 29 - zero fill - char(3)

49

Developmental - 1,2,3,4, or O - blank fill - Table 26 - char(1)

50

Supplemented Course - 1,2,3,4, or O - Table 26 - char(1)

5

[y

52

53

54

55

Blank - char (5)

5

[e2]

Blank - char (1)

5

g

KYVC (Y/N) - char (1)

58

59

60

61

62

63

64

65

66

67

68

69

70

71

72

Institutional Course Reference Number - char (15)

OPTIONAL
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DUE DATE: August 1

TRANSFER FILE
TYPET

General Instructions

The purpose of thisfileisto capture all transfer credits accepted for enrolled students, not just the
credits of firgt-time transfer students that were accepted in their first semester of enrollment as
reported on the Type 1 file. Report all transfer credits accepted for undergraduate students who were
enrolled during the academic year and for whom a Type 1 enrollment record was submitted during the
summer — spring academic year. semester-asreported-onthe TypeLfile: Report thisinformation
once ayear and include data from all three reporting semesters (summer, fall, and spring). Do not
include graduate students.

If transfer credits are accepted in a semester in which a student is not enrolled, report these creditsin
the student’ s next semester of enrollment. For instance, if an applicant is awarded transfer credit but
does not enroll in the expected semester, do not report this credit until the semester in which the
student enrolls, regardless of academic year. Or, if a student takes an online course at another
university and the transfer credits are awarded during the summer or when the student is stopped-out,
do not report these credits until the student’ s next semester of enrollment, regardless of academic year.
Thisisto prevent transfer credits from being included in the file that are not actually used toward
some academic objective by the student. No transfer credits should be reported for students who never
enroll in your institution.

Relationship between semester of credit acceptance and semester of enrollment

Enrolled during semester Not enrolled during semester
Credit accepted Report in semester. Report once in next semester of
during semester enrollment, regardless of academic
year.
Credit accepted Report in semester if record wasnot | Do not report in semester. If student
during any previous | previousy submitted to CPE. Do never enrolls, do not report transfer
semester not report again in future semesters. | credits accepted.

Only report transfer creditsonce. If atransfer record has been reported to CPE in a previous year’s
transfer file, do not include it again, regardless of semester of enrollment. Report previoudy-accepted
creditsin the next semester of enrollment regardless of when the credits were accepted, as long as the
credits are till valid.

Submit one record for each institution from which credit is accepted for each student. Report the
semester the credit is accepted in columns 31-35. Report al transfer credits accepted regardless of
whether the student is considered afirst-time transfer or not. For example, afirst-time transfer student
may enter with coursework accepted from three institutions. That student will have three records for
that term. A continuing student could take a summer or online class from another institution. When
the student brings that transcript to your institution and you accept the credit, she would have one
record of those credits reported on thisfile. If a student transfersin credit from one institution at two
or more points in time, include one record for each instance. If a student transfers in credit from two
or more institutions in the same state, include one record for each instance. Do not include records for
students who were reported as first-time transfer, but without any transfer hours.
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Definitions

1. Transfer FICE — The FICE code of the sending institution for each student from a Kentucky
ingtitution. For each transfer from an out-of-state institution, report the code of the state (FIPS
code), territory, or foreign country of the sending institution. Institution and state codes are
listed in Table 9. If the sending institution is not listed and the coursework was taken online,
report the transfer FICE according to the geographic location of the sending institution as listed
in Table 9, regardless of the student’ sresidency at the time.

2.  Team - Term refers to the academic reporting term when your institution accepts the credit and
not the term the student took the course. Term is the year plus the semester coded as follows:
summer = 20111; fall = 20112; spring = 20123.
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FORMAT OF TRANSFER RECORD
TYPET

Form - T - char(1)

Institution Number(FICE Code) - see Table 1 - char(8)

(o] Kool 0 Ke2d K40 B KNI S L

10| Social Security Number - must be nonblank - char(9)

12

13

14

15

16

17

18

19]First-Time Transfer (Y/N) - char(1)

20{Number of hours accepted in transfer - right justify,

21|zero fill, no decimal - numeric(3)

22

23| Transfer FICE Code - FICE code of institution from

24|which student transferred - see Table 9 - char(8)

25

26

27

28

29

30

31|Term e.g. 20111 (summer 2011), 20112 (fall 2011),

32{20123 (spring 2012) - char(5)

33

34

35

36|Blank

37

38

39

40

41

42

43

44

45

46

47

48

49

50

51

52

53

54/|Institutional Student ID # (optional) - char(10)

55

56

57

58

59

60

61

62

63
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Entrance Exam File
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DUE DATE:
Summer/Fall: March 30 Spring: July 1

ENTRANCE EXAM FILE

General Instructions

Thisfile should include records for an institution’ s academic year cohort of first-time
(including first-time transfer) undergraduate degree-seeking students (bachelor’s, associate,
certificate, diploma, and undecided/undeclared), but exclude nondegree students.

The file will be expected to include the same students identified as first-time students and
transfers on the previous fall and spring Type 1 records.

Entrance Exam File:

1.

ACT Scores —The mathematics, English, reading, science reasoning, and composite
scores on the ACT Assessment that the institution uses for placement purposes. Test
dates are included for each subscore to indicate when that subsection of the test was
taken.

First-Time Undergraduate Student - An undergraduate student who has not
previously attended any postsecondary institution or who attended postsecondary level
courses as a high school student and is currently enrolled for the first time since high
school graduation. DO NOT include students who are currently in high school taking
postsecondary level courses. Includes first-time freshmen and first-time sophomores.
Do not include first-time nondegree students in the Entrance Exam File.

First-Time Undergraduate Transfer Student - A certificate-, diploma-, or degree-
seeking student entering the reporting institution for the first time but known to have
previously attended a postsecondary institution at the undergraduate level. The
student may transfer with or without credit.

| nstitutional Placement — If an institutional assessment, such as an exam devel oped
by a department, was used to place a student in a college-level course, report a“1” in
the appropriate column. Otherwise leave the column blank.

Placement Exams — Exams administered on-campus that are used to place students
who do not report ACT or SAT scores or students who would like to place out of
developmental coursework. Report by subject. If students take more than one
placement exam in a given subject, report the score on the highest level exam taken.
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6. Placement Exam Codes

Code Exam

01 Accuplacer Reading Comprehension (Reading)
02 Accuplacer Sentence Skills (Writing)

03 Accuplacer Elementary Algebra (Math)
04 Accuplacer Arithmetic (Math)

05 Accuplacer WritePlacer (English/Writing)
06 Asset Writing Skills (English/Writing)

07 Asset Numerical Skills (Math)

08 Asset Reading Skills (Reading)

09 Asset Elementary Algebra (Math)

10 Asset Intermediate Algebra (Math)

11 Asset College Algebra (Math)

12 Asset Geometry (Math)

13 Compass Writing Skills (English/Writing)
14 Compass Reading (Reading)

15 Compeass Pre-Algebra (Math)

16 Compass Algebra (Math)

17 Compass College Algebra (Math)

18 Compass Geometry (Math)

19 Compass Trigonometry (Math)

20 TOEFL (report in English/Writing)

21 Accuplacer College Level Math (Math)
22 KYOTE (Math)

7. SAT Scores — Report here the Critical Reading, Mathematics, Writing, and total
scores on the SAT Assessment that the institution uses for placement purposes. Test
dates are included for each subscore to indicate when that subsection of the test was
taken.
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FORMAT OF ENTRANCE EXAM RECORD

(One record per student)

1|Form - E - char(1) 59|ACT Math Score - char(2) 111|Test Date of SAT Mathematics Score
2|Institution Number(FICE Code) - see 60 112|(MMYYYY) - char(6)
3|Table 1 - char(8) 61|Test Date of ACT Math Score 113
4 62|(MMYYYY) - char(6) 114
5 63 115
6 64 116
7 65 117|SAT Writing Score - char(3)
8 66 118
9 67|ACT English Score - char(2) 119
10[Social Security Number - must be 68 120|Test Date of SAT Writing Score
11|nonblank - char(9) 69| Test Date of ACT English Score 121|(MMYYYY) - char(6)
12 70|(MMYYYY) - char(6) 122
13 71 123
14 72 124
15 73 125
16 74 126|SAT Total Score - char(4)
17 75|ACT Reading Score - char(2) 127
18 76 128
19|Last Name - left justify - char(25) 77|Test Date of ACT Reading Score 129
20 78| (MMYYYY) - char(6) 130|Test Date of SAT Total Score
21 79 131|(MMYYYY) - char(6)
22 80 132
23 81 133
24 82 134
25 83|ACT Science Score - char(2) 135
26 84 136|Math Placement Exam Code - char(2)
27 85| Test Date of ACT Science Score 137
28 86[(MMYYYY) - char(6) 138|Math Placement Score - char(3)
29 87 139
30 88 140
31 89 141|English/Writing Placement Exam
32 90 142|Code - char(2)
33 91|ACT Composite Score - char(2) 143|English/Writing Placement Score -
34 92 144|char(3)
35 93| Test Date of ACT Composite Score 145
36 94[(MMYYYY) - char(6) 146|Reading Placement Exam Code -
37 95 147|char(2)
38 96 148|Reading Placement Score - char(3)
39 97 149
40 98 150
SAT Critical Reading Score - char(3) Institutional Placement in Math -
41 99 151|char(1)
Institutional Placement in
42 100 152|English/Writing - char(1)
Institutional Placement in Reading -
43 101 153|char(1)
44(First Name - left justify - char(15) 102|Test Date of SAT Critical Reading 154|Institutional Student ID# (optional) -
45 103|Score (MMYYYY) - char(6) 155|char(10)
46 104 156
47 105 157
48 106 158
49 107 159
50 108|SAT Mathematics Score - char(3) 160
51 109 161
52 110 162
53 163
54
55
56
57
58
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Estimated Degrees
And Other
Formal Awards Conferred
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DUE DATE:

May 7

PRELIMINARY DEGREESAND FORMAL AWARDS CONFERRED
2011-12

General | nstructions

Report the number of degrees and formal awards that were conferred in 2010-11. This number
should be an estimate of those that will be reported on the official degrees conferred file that
will be submitted in August.

Institution
Preliminary Degrees/Formal Awar ds Conferred

Summer 2011
Doctor — Doctor —

Diploma | Certificate Associate | Bachelor’'s | Master’sSpec. | Research/ | Professional Total
Scholar ship Practice

Fall 2011
Doctor — Doctor —

Diploma | Certificate Associate | Bachelor’'s | Master’sSpec. | Research/ | Professional Total
Scholar ship Practice

Spring 2012
Doctor — Doctor —

Diploma | Certificate Associate | Bachelor’'s | Master’sSpec. | Research/ | Professional Total
Scholar ship Practice

Name of Respondent

Telephone
Number

Please email this completed form to Martha.Evilsizor @ky.gov or
fax to Martha Evilsizor at (502) 573-1535

Council on Postsecondary Education

39



mailto:Martha.Evilsizor@ky.gov�

Degrees
And Other
Formal Awards Conferred

July 1, 2011 — June 30, 2012
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DUE DATE:
August 1

DEGREES AND FORMAL AWARDS CONFERRED
JULY 1-JUNE 30

General Instructions

The degrees and formal awards file should reflect the academic period between July 1, 2011, and June
30, 2012. One record for each degree or award conferred should be included in this submission. If a
student is conferred two separate degrees (not a double major) in the same reporting period at the same
level (for instance, a BA in chemistry and a BS in computer science) or at two different levels (for
instance, an associate degree and a baccalaureate degree), this student would have two separate
records in the file. The date for each degree or award conferred should be reported by term — fall,
spring, or summer. Do not report any degrees or awards conferred in previous academic years or not
yet completed based on ingdtitutional academic policy. Reporting of multi-institution (joint,
collaborative, or cooperative) degrees should reflect the degree-granting status of the participating
institutions. See Table 17.

Degrees and Formal Awar ds Conferred Record:

1. Birth Year - Report the student’ s full date of birth (MMDDYYYY).

2. Date Conferred - Report the date of receipt of degree, certificate, or diploma for graduates
whose date of completion of degree, certificate, or diploma requirements and date of receipt of
degree, certificate, or diploma differ. If a degree is awarded and backdated to a previous
reporting period, report the degree in the next reporting period. Report the year and semester
conferred. For example, 20112 would be fall 2011.

3. Majors - Mgors must be consistent with each institution's program inventory. Use only those
codes listed for your ingtitutionin Table 17.

4. Earned Credit Hours - For each first-time associate and baccal aureate degree recipient, report in
columns 120-122 the total number of credit hours earned at the time of degree or program
completion. This total should include the number of hours accepted in transfer. Do not report
credit hours for persons earning a second degree at the same level. For these persons, report tbd
(transfer baccalaureate degree) or tad (transfer associate degree). For each certificate or diploma
recipient, report in columns 120-122 the total number of semester credit hours earned for that
credential. For subsequent certificate or diploma completions within the same program area,
report only the additional hours earned for the additional certificate or diploma.

5. Honorary Degree - Do not include honorary degreesin this report.

6. Majors of Students Prepared to Teach - Students receiving baccalaureate degrees that have
prepared them to teach an academic subject such as English, biology, or French should be
reported respectively in English (23.0101), biology (26.0101), and French (16.0901) and not in
education.

7. Multi-Insgtitution Program — If the student received a degree offered jointly by more than one
institution, report * X' in column 119.
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10.

11.

12.

Multiple Majors - When a student graduates with a mgjor in two or more discipline specialties,
report each discipline specialty in which the student completed amajor. The first reported major
(columns 103-110) should agree with the major reported to NCES in the IPEDS Completions
Survey.

State/County of Origin - Use the FIPS codes found in Tables 4A and 5A for reporting state and
county of origin. If the student’s state of origin is Kentucky, report the county of origin using the
FIPS codes from Table 5-A. If the student’s state of origin is something other than Kentucky,
report the county of origin using the FIPS codes found at http://www.itl.nist.gov/fipspubs/co-
codes/states.htm.

ID Type—Report ‘1" if the student ID isavalid Social Security Number or ‘2’ if it is some other
ID number (ingtitutional 1D, SEVIS, other).

Degr ee Conferred — Report in columns 88-102 the specific degree being conferred; for example,
BA, BS, AA, AAS.

Race — In column 74, report the race code from Table 2 using the descriptionsin Table 2.

In columns 133-140, report Y or N using the following descriptions:

e Hispanicor Latino - A person of Cuban, Mexican, Puerto Rican, South or Central
American, or other Spanish culture or origin, regardless of race.

e American Indian or Alaska Native - A person having originsin any of the original
peoples of North and South America (including Central America) who maintains
cultural identification through tribal affiliation or community attachment.

e Asian - A person having originsin any of the original peoples of the Far East,
Southeast Asia, or the Indian Subcontinent, including, for example, Cambodia, China,
India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and
Vietnam.

e Black or African American - A person having originsin any of the black racial
groups of Africa.

e Native Hawaiian or Other Pacific Idander - A person having originsin any of the
original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

e White- A person having originsin any of the origina peoples of Europe, the Middle
East, or North Africa

e Nonresident alien - A person who isnot acitizen or national of the United States and
who isin this country on avisa or temporary basis and does not have the right to
remain indefinitely. NOTE - Nonresident aliens are to be reported separately, in the
field provided, rather than included in any of the six racial/ethnic categories. Resident
aliens and other digible (for financial aid purposes) non-citizens who are not citizens
or nationals of the United States and who have been admitted as legal immigrantsfor
the purpose of abtaining permanent resident alien status (and who hold either an alien
registration card (Form 1-551 or 1-151), a Temporary Resident Card (Form 1-688), or
an Arrival-Departure Record (Form 1-94) with a notation that conveys legal immigrant
status such as Section 207 Refugee, Section 208 Asylee, Conditional Entrant Parolee
or Cuban-Haitian) are to be reported in the appropriate racial/ethnic categories along
with United States citizens.

e Raceand ethnicity unknown - This category is used only if the person did not select
EITHER aracia or ethnic designation.
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1.

DEGREESAND FORMAL AWARDS CONFERRED

Definitions

Certificate Program Less Than One Year - An institutionally approved, formally organized
undergraduate program which is less than 24 hours in length or a graduate program that is less
than 18 hoursin length is not subject to approval by CPE.

Date of Conferral - The date of graduate's receipt of degree, certificate, or diploma:

1. Summer — Degrees, certificates, or diplomas awarded at close of summer semester;
2. Fall — Degrees, certificates, or diplomas awarded at close of fall semester; or
3. Soring — Degrees, certificates, or diplomas awarded at close of spring semester.

Diploma - A program of study designed to prepare students for technical employment within a
one- to two-year period (36-68 credit hours). The total number of credit hours for the diploma
must not exceed those required for a degree in the same program of study. A prescribed program
of technical and general education courses is designed to prepare students for a specific job title.

Doctor’s Degree — Research/Scholarship — A Ph.D. or other doctor’s degree that requires
advanced work beyond the master’s level including the preparation and defense of a dissertation
based on origind research, or the planning and execution of an original project demonstrating
substantial artistic or scholarly achievement. Some examples of this type of degree may include
Ed.D., DM.A.,, DB.A. D.&., D.A., or D.M., and others, as designated by the awarding
ingtitution.

Doctor’s Degree — Professional Practice — A doctor’s degree that is conf