e-EDI Data Collection – Procedures for Site Coordinators 
1. EDI Information Day

The Offord Centre, McMaster University will give an EDI Information session in October 2011 for all coordinators implementing the EDI in the 2011/2012 school year.  This session will include: completion of data files, completing the EDI electronically, implementation, teacher training, and reports.  
2. Preparation of Raw Data Files 

Fill out the data file template that will be sent to you in Excel. Save the file with the children’s names and keep it for future reference. From this file, create another file (name it differently) and delete the children’s names.  Sort it by school and teacher name.  Send this file to Offord by no later than November 15th, 2011. 

It is important that you include the Student Identification Number (Local ID) for each child.  This number will be linked to the EDI Identification number (EDI ID) created by Offord which will help the teachers identify children when they administer the EDI.  

Send the completed Excel file (without children’s names) to the e-EDI administrators, Ashley Gaskin (agaskin@mcmaster.ca) and Jessica Peter (peterje@mcmaster.ca).

Template Fields
A template on kindergarten children will be sent to you.  This file will contain the following variables in this order.

a) Site

b) School Board
c) Coordinator

d) Coordinator email

e) School name

f) Teacher name

g) Teacher email

h) Child’s first name (keep on Coordinators file but remove from file sent to McMaster)
i) Child’s last name (keep on Coordinators file but remove from file sent to McMaster)
j) Local Student Number 
k) Classroom time

l) Child’s gender

m) Child’s date of birth (in 3 columns in the following format: dd – mm- yyyy)
n) Child’s postal code (no spaces please)
Explanation of variables:
Local Student Number–This number will be linked to the EDI ID at a later date so that teachers can identify the child when the EDI is administered.  
Classroom time – Should be coded as follows:

1 – am (morning half day) (every day)

2 – pm (afternoon half day) (every day)

0 – alternating full day (starting with Mon.)

3 – alternating full day (starting with Tues.)

4 – full day every day

5 – half day alternating days (am) (Mon, Wed, Fri)

6 – half day alternating days (am) (Tues, Thurs, Fri)

7 - half day alternating days (pm) (Mon, Wed, Fri)

8 - half day alternating days (pm) (Tues, Thurs, Fri)

9 – other
Child gender – code as follows:  M – male;  F – female

Child’s date of birth –The preferred format is in 3 columns: use dd/mm/yyyy (15/02/1999) format.  Note: dates must be formatted uniformly throughout the file.

Child’s postal code – must be the postal code of where the child resides.  Please use format ‘A1B2C3’ (without a space in the middle).  For zero use the number “0”, not the letter “O”.

Please note that questionnaires will be administered in English for French Immersion schools.  However, if you have Francophone schools where the children’s first language is French and the language of instruction is French, please let us know.  We will provide all materials in French for these schools.
3. e-EDI log in, passwords and e-EDI Guides

Once the completed e-EDI database template is returned to the Offord Centre, the data will be uploaded into the system and passwords will be generated.  Coordinators will receive a master list of log-ins (email addresses) and passwords for each of the teachers in their site, along with the EDI ID numbers for the children. The e-EDI system can also send out password reminders to all the teachers, please advise the Offord Centre of the date you’d like these reminders sent.

From the master list which Offord provides, coordinators need to prepare a class list for each teacher containing: children’s names, Local Student Number, school name, teacher name, teacher email, teacher e-EDI password, children’s gender and date of birth.  The teachers will need to use this list to identify children when completing the EDI questionnaires.  Please make sure that all teachers receive this list prior to administering the EDI.  

The Offord Centre will also provide the following materials to the local coordinator for distribution at the training sessions.

1)  e-EDI Manuals - 1 per teacher

2)  EDI Guides - 1 per teacher

3) Coordinator’s Teacher Training Inventory – 1 per site  

These packages of materials will be shipped to the local coordinator before the Christmas holiday for distribution at the training sessions. 
4.  EDI Information Session for Teachers
Coordinators are responsible for delivering training sessions for all teachers completing the EDI. This can take place at your convenience, but is recommended to take place the week prior to the anticipated date of start of EDI administration by teachers.  School and teachers should have their release time scheduled prior to the date when they receive their EDI packages so that they can get started right away.  Local coordinators are responsible for providing these training sessions. All necessary resources for your training sessions are provided by the Offord Centre and available either from the website or contacting an Offord team member.  We recommend that you organize the timing of your training sessions as soon as possible.

   5.  Parent Consent
EDI data is not reported at an individual level, only at group level (site, neighbourhood, or school level).  The child’s name is not included in the database.  The EDI is not a diagnostic assessment and results are not part of the child’s school record.  
Therefore, parent consent is not required.  However, parents must be informed that this research is taking place and that they may contact the school board (or the Offord Centre) if they have questions.  A template of a parent information letter from the school boards is available from the Offord Centre for Child Studies for your use.
For more information please contact:

Jessica Peter or Ashley Gaskin

School Readiness to Learn

Offord Centre for Child Studies

1280 Main St. W., Patterson Bldg., Rm. 214

Hamilton, ON   L8S 4K1

PHONE: (905)521-2100 ext. 77370 or 74352    

FAX: (905)574-6665  

EMAIL :  peterje@mcmaster.ca or agaskin@mcmaster.ca  









