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Master School File Rules and Procedures
Master School File Procedures
[bookmark: _GoBack]Overview
The Master School File (MSF) is a longitudinal file that tracks unique District of Columbia public schools or programs over time. Please see the accompanying metadata document for more information on the individual schools and variables in the MSF. Our procedures for creating and updating the MSF are as follows:
Step 1
Download school directory data with geographic information for each new school year from the DC Public Schools and the DC Public Charter School Board web sites. Assign UI IDs to each school to link schools across school years. If a school is new, create a new UI ID. Please see “UI ID Rules and Procedures” for an explanation of how UI IDs are structured. In the future, we hope to append OSSE IDs and physical building IDs to the file to make it more useful to a broader audience of stakeholders. 
Step 2
Merge the new DCPS and PCSB school files to the MSF. If a school existed in previous years but does not appear in the new files, verify if that school closed, consolidated, split, or has been renamed. If the school closed, mark the school as “CLOSED” in the school name and address fields. Ensure that no geographic coordinates are associated with that school in that school year. Set the open flag to 1 if the school is open in that school year and 0 if it’s not. 
Step 3
Download audited enrollments by school for the new school years. Assign UI IDs. Based on the enrollments, determine the highest and lowest grades offered. If there are adult enrollees in the school, set the “adult” flag to 1. Otherwise, set the flag to 0. Note: schools with multiple campuses/programs do not always have separate enrollment counts. In such cases, we assigned enrollments to a main entry for the school. Thus, not every entry in the MSF will have data to determine minimum and maximum grades.
Step 4
Merge the minimum grade, maximum grade, and adult flag data to the MSF by the UI ID. 
Step 5
Geocode each school entry using its longitude and longitude coordinates. To do this, we use SAS map datasets created based on shape files for each of the NeighborhoodInfo DC geographies.[footnoteRef:1] Apply formats.  [1:  See: http://neighborhoodinfodc.org/profiles.html for all the geographies.] 

Creating Two Versions
The last step in the process is to “flip” the file so that there are two versions. One in which each row represents a unique UI ID, and another in which each row represents a unique year-UI ID combination. The latter format makes it easier to subset the file by specific time periods, instead of having to work with the entire flat file at once.
UI ID Rules and Procedures
Overview
All public schools in the District of Columbia are assigned a unique ID, called a UI ID, determined by the rules and procedures in this document. UI first created the UI IDs to allow researchers to track the same schools or programs over time, even when they move locations.  
Creating UI IDs
UI IDs have 7 digits (e.g., 2102400)
· The first digit represents whether the school is a District of Columbia Public Schools (DCPS), Public Charter School Board (PCSB) or formally Board of Education (BOE) school. The DC BOE also had chartering authority, but had its chartering authority revoked in 2007.
· 1=DCPS
· 2=PCSB
· 3=BOE
· The second digit is a 1 for charters and a 0 for DCPS.
· The next three digits represent the school for DCPS schools and the unique charter LEA for charters
· For DCPS schools, the school digits are the same as the DCPS school building number. DCPS assigns and uses school building numbers. These building codes reflect the physical building and not the school. So if the school moves to a temporary location or moves into another building altogether, DCPS assigns the school a new school building number even if it maintains the same school name and school identity (i.e., the principal and curriculum remain the same). The UI ID does not necessarily change if the building number changes (see “DCPS schools” under the “Decision Rules” section for more information).
· Each charter LEA has its own unique three digit number, such as 004 or 005.
· The final two digits represent the unique school or program, or the charter campus. 
· For DCPS schools, the final two digits are 00.
· Some charter LEA’s have just one campus at one location; others have multiple campuses. For charters, the last two digits represent the campus number, assigned by UI. 
· All charters are considered their own Local Education Agency (LEA) (DCPS is an individual LEA as well). Charter LEAs with multiple campuses all share the same core three digits representing the unique LEA per the previous step, such as 004 or 005. We differentiate between the multiple campuses by the last two digits: for example the last 5 digits of the UI ID would be 00400, 00401, 00402, 00403, 00404, etc.
· Note: one should not look at the last digit and assume that it represents all of the campuses. First, it may be short by 1 campus (because sometimes we started the ID with 00 and sometimes 01 – it should always start with 00 in the future), and also because some campuses may have closed over time. 
· Schools with an X in the UI ID are programs for DC students paid for by DCPS that are not DCPS schools.
Decision rules
Charter Schools
In some cases, charter LEA’s “spread out” over the city and it is relatively straightforward to assign them new campus IDs – per the rules above, we assign a new last two digits to the new campus. For example, Friendship has six campuses across the city serving a range of grades. Each of these campuses has a distinct name and a different final two digits.
But in other cases, it is less straightforward. Some schools are expanding their existing campus, which means the school is expanding their grades offered, as opposed to clearly adding another campus in another part of the city. When the campus expansion includes a new address – even if that address is across the street from the original campus – we create a new UI ID. Oftentimes these new campuses reflect the fact that an elementary school adds a middle school to the LEA. These middle schools have their own principal and should be considered their own school. For example in 2011-2012 EL Haynes and Two Rivers expanded their elementary school to include a middle school at a different location, so we assigned new UI ID’s to the new middle schools.
The decision of whether to create a new UI ID is not based on just whether the school adds grades.  Some campuses add a grade every year until they reach their charter cap. For instance, BASIS started with 5th and 6th grades only and is adding one grade annually until it reaches the 12th grade. They would not get a new UI ID for adding middle school grades. However, they may be assigned a new UI ID if they create a distinct high school.
Sometimes, multiple campuses share the same location but still have different UI IDs. If they have different principals and are considered different schools, then we assign different IDs. This is the case for EL Haynes.  Charters often move locations as well. They may purchase new space or simply move to another location in the city. If the charter is keeping their same “identity” – i.e., their name, their principal, and moving their student body to a new location, we keep the same UI ID and just update their address.
DCPS Schools
DCPS schools sometimes move locations because their original space is being rehabilitated, or DCPS closes and consolidates schools. 
· When a school closes and the students are re-assigned to multiple schools then the UI ID is no longer used and the school is marked as closed (e.g. Benning closed in 2008 and the students in the boundary were re-assigned to Smothers and Plummer).
· When a school closes and all the students are consolidated into one new location then the UI ID of the closed school is no longer used and the school is marked as closed. Often the new school is re-named. For, instance Bowen was closed in 2008 and consolidated into the Amidon location. The new school was named Amidon-Bowen. We continue to use the Amidon UI ID.
· Sometimes a school closes and is consolidated but it is unclear which UI ID to give the new consolidated school. In the past this has happened when a school closes but the new consolidated school stays in the building of the closed school. These are the current cases where this has happened and what we have done so far. 
· Adams and Oyster – In 2008 Oyster and Adams were combined into Oyster/Adams. But they continue to use two locations, with the Pk-3rd grades in the Adams building and 3rd to 8th grades in the Oyster building. Here, since the two schools are in separate locations, we assigned Oyster and Adams separate IDs, with the same name.
· Brookland and Bunker Hill – Bunker Hill closed in 2008 and Brookland is at the old Bunker Hill building. Here, the UI ID follows the program. Bunker Hill was closed out in 2008 and Brookland kept the Brookland ID, with the Bunker Hill address.
· Turner and Green – Green closed in 2008 and Turner moved into the old Green building. Then in 2012 the Turner building re-opened and Turner moved back into the new building. The Green ID was marked as closed in 2008, and Turner kept the Turner ID and was given the location of the Green building address from 2008 to 2012. Turner kept the Turner ID in 2012, but the address was changed to the Turner address.
· Moten and Wilkinson – This is basically the same case as Turner and Green. Wilkinson closed in 2008 and Moten moved into the old Wilkinson building. Then in 2012 the Moten building re-opened and Moten moved back into the new building. The Wilkinson ID was marked as closed in 2008, and Moten kept the Moten ID and was given the location of the Wilkinson building address from 2008 to 2012. Moten kept the Moten ID in 2012, but the address was changed to the Moten address. 
· Bruce-Monroe and Parkview – This is basically the same case as Brookland and Bunker Hill. Parkview closed in 2008 and Bruce-Monroe is at the old Parkview building. The UI ID follows the program. Parkview was closed out in 2008 and Bruce-Monroe kept the Bruce-Monroe ID, with the Parkview address. Bruce-Monroe was given Parkview’s UI ID and the Bruce-Monroe UI ID was closed out. 
· Webb and Wheatley – Webb was closed and consolidated with Wheatley in 2007-2008. Wheatley was moved into the Webb building for 2006-2007, 2007-2008 and 2008-2009 while the Wheatley building was re-done. In 2009-2010 Wheatley moved to a new location. Webb was closed out in 2006 and Wheatley kept the Wheatley ID and was given the Webb building location from 2006 to 2008. In 2009 and later, Wheatley still had the Wheatley ID and was changed to the new Wheatley location.
· Shaw and Garnett Paterson – This is basically the same case as Brookland and Bunker Hill. Garnett Paterson closed in 2008 and Shaw is at the old Garnett Paterson building. The UI ID follows the program. Garnett Paterson was closed out in 2008 and Shaw kept the Shaw ID, with the Garnet Paterson address. 
· Cesar Chavez Parkside Middle School was separated from the Parkside high school in the enrollment figures as a separate program in 2012. However, because the programs operate at the same address and have the same principal, we consider the middle and high school to be a single program, and both are combined under the same Cesar Chavez Parkside ID.	

This document was prepared by NeighborhoodInfo DC, a partnership between the Urban Institute and the Washington, D.C., Local Initiatives Support Corporation, with the generous support of The Morris & Gwendolyn Cafritz Foundation. 
For more information, please visit: www.NeighborhoodInfoDC.org. 

image1.png
’Neighborhoodln():l(




