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Agenda ➢What is a Survey?

➢Survey Membership Requirements

➢Processing Timeline & Reports

➢NWRDC 

➢Records for Audit
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What is a Survey?
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What is a 
Survey?

A Survey is the collection of one or more reporting formats 
transmitted to FLDOE at specified time periods throughout 
the year. Each reporting format consisting of several data 
elements defined in the state database manual. 
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What makes surveys 
so important?
➢FTE Allocation

➢FTE Bonus Funding

➢Federal Funding

➢Accountability/School Grades

➢Grant Funding

➢Data Used to Inform Legislature

➢State Tracking/Dashboards

➢And More!
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Data 
Elements
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Reporting 
Formats
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Survey Membership 
Requirements
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Survey Membership Requirements
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Friday Monday Tuesday Wednesday Thursday Friday Monday Tuesday Wednesday Thursday Friday

Date 
Certain

Survey Week 

(Students must be enrolled at least one day)

11-Day Attendance Window

(Student must be in attendance at least one day)

Attendance window includes 

6 scheduled school days before state assigned Survey Week



Processing Timeline
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Initial vs Batch
The first submission of a format to the state database is an initial submission.

If the error rate of initial submission of a single format equals or exceeds 20%, no records 
in the file are loaded to the database. A new initial submission containing all records for 
the format must be resubmitted with corrections. 

If fewer than 20% of the initial submission records in a data set for a reporting format 
contain errors, the records which were not rejected are loaded to the database.

After an initial submission is accepted, subsequent batch updates can be made to:
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Transaction 
Code

Explanation

A Add a record

C Change a record

D Delete a record



Processing Reports 
from FLDOE
Every time you send an initial or batch, FLDOE 
automatically generates:

➢Edit Listing Report – Explanation of each reject rule 
and the applicable record that was rejected.

➢Records in Error – Just the records that did not pass 
the reject rule edits.

➢Duplicate Report (Initial Only) – List of records that are 
duplicated based on key fields.  
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Reports for Request
➢Validation Reports – Like edit report but run for records between more than one record 
or more than one format. Can indicate data that will be excluded from final reports or 
even FTE funding.

➢Exception Reports - Show records with data that look suspicious, do not reflect what is 
expected. However, because of "exceptions to the general rule" the records may not be 
in error. The exception report is a way of flagging records that should be reviewed by the 
district and corrected if they are in error.

➢Tons of other Reports
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Example Student Survey 2, 2023

October November December

S M T W T F S

1 2 3 4 5 6 7

8 9 10 11 12 13 14

Survey Week

15 16 17 18 19 20 21

Processing 
begins

Due 
Date

22 23 24 25 26 27 28

29 30 31

S M T W T F S

1 2 3 4

Processing 
ends

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

Amendment 
Window 
Opens*

26 27 28 29 30

S M T W T F S

1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

Amendment 
Window 
Closes

17 18 19 20 21 22 23

24 25 26 27 28 29 30

31

Underlined are processing dates

*Amendment window opening date is variable



Local District Procedures
Your district should have procedures in place to validate 
data before submission to FLDOE. Many SIS systems 
have built in tools that run the same edits/validations that 
FLDOE uses.

Additionally, districts should have policies and procedures 
in place for retaining appropriate records for an FEFP 
auditor. (more on this later)
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NWRDC
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NWRDC – What is it?
Northwest Regional Data Center (NWRDC)  is 
FLDOE’s mainframe database system. 

Districts are required to use NWRDC for K12 Student 
Production submissions.
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NWRDC 
Process 
Overview

22

Review Reject Errors 
and Validation/Exceptions 

(processed starting at 8am 
alphabetically by district)

If < 20% Errors

Correct errors in SISRequest O Files 
(if required by your SIS)
Send Batches in SIS

(processed starting at 4pm)

Once you have corrected rejects:

Also Request Validation 
Reports 

Send Initials in SIS

(prior to 8am of processing 
opening)

If > 20% Errors
Correct errors in SIS



https://nwrdc.fsu.edu
:41002/w2h/
WEB2AJAX.htm
+NWRDCM2
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First you will need to log into NWRDC
with your NWR username and password.
Type 2 and press enter.
Type MM## (## stands for District 
Number) and press enter
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Type 1 to select the Student Component Menu and press enter
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Type 26 to select the Reports for Request menu and press enter



Year - Use the YYZZ format
Survey – For example 2, 3, S, W etc.

Project - use GQ for the K12 surveys and JU for WDIS surveys.
Then press enter.
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You will then see a list of files 
appear. Enter an S next to each 
file to request it. Files that end 
in DATA IN FILE FORMAT are 
the O-Files, and those that end 
in VALID/EXCEPT or EXCEPTIO
N are the validation and 
exception reports.

Then at the bottom of the page 
enter A into the command 
area, press enter.

Next, press the F8 key to scroll 
to the next page of reports and 
continue entering an S next to 
each file and an A in the 
command area. Continue this 
until you have gone through all 
the file screens.

To see all the files that have 
been requested select the F6 
key.
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Records for Audit
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District Level 
Records

• District Full-Time Equivalent (FTE) reporting policies and procedures 

• Reports that document the reported number of FTE students for schools and individual 
students - One district used report F60876 Individual Student FTE.  The principal at each 
school site is required to review, sign, and submit to the district that the report is correct.

• District calendar for all sessions, including beginning and ending dates and district holidays

• List each type of school showing the beginning and ending times for the school day

• School board minutes and a chronological listing of the school board members during our 
examination period

• Teacher employment policies, Teacher master schedule(s) and teacher personnel files

• Teacher certification

• Certification per course(s) taught

• Out of Field documentation and Board Approval

• Parental Notification of Out-of-field

• ESOL hours/endorsement for classes taught to ELL students

• Specific procedures for handling student transfers - Some districts have this in the student 
handbooks and a board policy 

• Exceptional education procedures (i.e. the SP&P), District’s ELL Student Plan, and associated 
Student Plan approval letters from DOE, if appropriate
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School Level 
Records

• Automated and source attendance records - This is very important; this is one of the most common 
finding from the auditor for teachers not completing their attendance. District/Schools should keep a 
copy of all of the signed attendance verification sheets for each survey period.

• Bell schedules, and for elementary schools, school handbook for that year describing the instructional 
day; and, if applicable, any unique calendars associated with the particular school being examined

• The other most common finding from the auditor is the bell schedule not matching the Class 
Weekly Minutes reported on the student schedule. Some districts have created an FTE bell 
schedule at each school site to be handed to auditors to prevent issues.

• Current ESE IEP(s) and Matrix documentation

• ELL students in English for Speakers of Other Languages (ESOL) Programs - ELL plans and dates with 
schedules attached

• On-the-job training (OJT):

• NAF Internship Program Responsibilities Form

• Cooperative Education – Student Training Agreement

• Cooperative Education – Student Training Plan Worksheet

• Cooperative Education Grade Sheet/Student Rating Form

• Student Attendance/ OJT Timesheet

• Cooperative Education – Employment Contact Form
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Transportation 
Records

•Transportation policies and procedures

•Bus drivers’ rosters, summaries of bus drivers’ rosters, and related records 
that support the student ridership figures reported to DOE

•School bus routes, maps, and schedules; hazardous walking conditions 
reports; and supporting documentation

•A list, preferably in an excel format, that can be sent via FTP to the auditor, 
showing the home addresses of all students as of date certain for all surveys 
where student transportation was reported

•Documentation to support Days In Term (DIT)

•Contracts between district and charter schools regarding transportation

•Contracts between district and neighboring county regarding student 
transportation

• IEPs supporting students reporting in the Weighted Ridership Category (L)

• IEPs supporting students reported in category M

•Documentation to support the students eligible for the Teenage Parents and 
Infants Ridership Category

ADVANCING SCHOOL AND COMMUNITIES FOR STUDENT SUCCESS 31



Important Resources 
•FLDOE PK-12 Database Manuals Page:
http://fldoe.org/accountability/data-sys/database-manuals-
updates/

•FTE General Instructions:
http://fldoe.org/finance/fl-edu-finance-program-fefp/fte-
info/index

•NWRDC Web Application:
https://nwrdc.fsu.edu:41002/w2h/WEB2AJAX.htm+NWRDCM2

•DQ2 DQ2 https://dq2.fldoe.org/

•FLDOE SSO
https://portal.fldoesso.org/PORTAL/Sign-on/SSO-Home.aspx/ 
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http://fldoe.org/accountability/data-sys/database-manuals-updates/
http://fldoe.org/accountability/data-sys/database-manuals-updates/
http://fldoe.org/finance/fl-edu-finance-program-fefp/fte-info/index
http://fldoe.org/finance/fl-edu-finance-program-fefp/fte-info/index
https://nwrdc.fsu.edu:41002/w2h/WEB2AJAX.htm+NWRDCM2
https://dq2.fldoe.org/
https://portal.fldoesso.org/PORTAL/Sign-on/SSO-Home.aspx/


Questions?
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