
 

 

 

C
E
CLAS

XPE
SS SI
ECTA

ZE 
ATIONS AAND 

				

School Op
Technolog
      

      

GUI

	

perations/ In
gy Services

IDEL

nformation 
s 

LINESS



 

Part I: C
• In
• R
• C
• C
• G
• C
• C
• M
• D

 
Part II:  T

• T
• C
• F
• S
• A
• C
• W

Part III:  

Part IV:  

 

 

 

Class Size R
ntroduction 

Role and Res
Class Size Ti
Class Size Ca
Guidelines fo
Class Size Re
Class Size Re
Monitoring Cl
Data Verificat

Technical A
Transmission
Class Size Ve

ISH/ISIS Ro
Special Room
Additional Se
Class Size Co
Whom to Con

Appendix A

Appendix B
• Class 
• Techn

Reduction 

sponsibilities
meline 
alendar 

or Assignmen
eduction Gu
eduction Ch
lass Size 
tion Review 

Assistance 
n of Data 
erification Re
oom Display/
m Configurat
econdary Re
onflicts 
ntact for Ass

A – Florida 

B – Frequen
Size Reduc

nical Assista

 

s 

nt of Staff 
uiding Princip
hecklist 

Process 

eports 
/Update Scr
tions 
quirements

sistance 

Constitutio

ntly Asked Q
ction Amend
ance FAQ 

	

School Oper

ples 

reen 

nal Class S

Questions
ment FAQ 

rations in collabo

Size Amend

oration with Infor

ment Direc

rmation Technolo
Revised A

tive 

ogy Services 
August 2015 



 

 
INTROD
 
In 2002, 
of studen
 
In 2003, 
by requir
year beg
did not e
follows:  
 

• Y
• Y
• Y

 
In 2009, 
year 200
students 
  

• 1
• 2
• 2

 
In 2013 -
which ad
calculatio
choice is
 
This ame
comply a
 
Hence, c
class lev
permitted
average 
Centers, 

Districtw
decision 
continue 

The Con

• G
• G
• G

 
To this e
this guide
Class Siz
 
 
 
 

UCTION 

citizens app
nts in core cl

the Florida 
ring the num
ginning in th
exceed the r

Year 2003 – 2
Year 2006 – 2
Year 2010 – 2

the State Le
09 -2010. H

in each core

8 students in
2 students in
5 students in

-2014 the sta
dded langua
on for comp
s the average

endment to 
at the school

class size co
vel for traditi
d flexibility t

for School
Controlled E

ide Class Si
to assign s
to enforce t

stitutional C

Grade PK-3 e
Grades 4 – 8
Grades 9-12 

end, School O
e to equip P
ze Mandate.

proved an a
lasses (Math

Legislature 
mber of stud
e 2003-04 s

requirements

2006 at the 
2010 at the 
2011 and su

egislature ex
owever, beg
e class woul

n prekinderg
n grades 4 t
n grades 9 t

ate provided
age that am
pliance with 
e number of 

the Charte
 average for

ompliance w
onal K-12 s
to meet grad
s of Choic
Enrollment I

ize Reductio
students on
he constituti

lass Size lim

each core co
each core c
each core c

Operations i
Principals wit
. 

 

mendment t
h, English, S

enacted 10
ents in each
school year,
s in law. Co

district level
school level

ubsequent ye

xtended the 
ginning with
ld be: 

garten throug
hrough 8; an
hrough 12. 

d additional f
mended F.S.

class size li
students at 

r School Bi
r all public sc

as measure
chools durin
de group cla

ce, Magnet 
nnovation S

on complian
n a period-b
ional class s

mits remain a

ourse classro
course class
course classr

in collaborat
th the tools a

School Oper

to the Florid
Science, etc.

003.33, Florid
h classroom
 until the m
mpliance wi

 
 
ears at the c

school level
 the 2010-2

gh grade 3; 
nd  

flexibility to t
 1002.31, p
imits for a s
the school l

ll allowed fo
chools that a

ed and penal
ng the 2013
ass size av
Schools, S
chools and 

ce has been
by-period ba
size mandate

at:  

oom assigne
sroom assign
room assign

tion with Info
and strategie

rations in collabo

da Constituti
.) in the state

da Statutes
 to be reduc

maximum num
ith the amen

classroom le

 formula for 
2011 school

 

the current la
public schoo
school or pro
level.  

or flexibility 
are a school

lties assess
-2015 schoo
erage and b

Specialized 
Specialized 

n a priority s
asis in acco
e. 

ed 18 studen
ned 22 stude
ned 25 stude

ormation Te
es necessar

oration with Infor

on that set 
e's public sc

, which cod
ced by at le
mber of stud
ndment wou

evel 

an additiona
 year, the m

aw.  The Ho
ol parental c
ogram that 

to Public S
l or program

ed at the gra
ol year.  In 
be penalize
Centers, A
Programs o

since the inc
ordance to t

nts; 
ents; and 
ents. 

chnology Se
ry to ensure

rmation Technolo
Revised A

limits on the
chools.  

ified the am
ast two stud
dents per cl

uld be determ

al year to inc
maximum nu

ouse passed
choice, whic
is a public s

Schools of C
m of choice.

ade groups’
other words
d only at th

Alternative E
of Choice. 

ception of th
the law and

ervices has 
 compliance

ogy Services 
August 2015 

e number 

mendment 
dents per 
lassroom 
mined as 

clude the 
umber of 

d HB7009 
ch is the 
school of 

Choice to 

 class by 
s, the law 
he school 
Education 

he voters’ 
d we will 

prepared 
e with the 



School Operations in collaboration with Information Technology Services 
Revised August 2015 

 

 
 
 
 
As we approach this requirement, the District continues to strive to balance three objectives: 
 

1. Comply with the Constitution with the resources available. 
2. Maintain a robust educational program without compromising the integrity of the programs. 
3. Support, as much as possible, discretion at the school site. 

 
At the school level, Principals are required to comply with the class size mandate at the classroom 
level.  EVERY effort shall be made to meet these requirements with the resources available.   
 
Region and District support is provided to each school early in the year and throughout the year by 
reviewing master schedules, assessing school fiscal and certification needs, providing technical 
assistance, and providing a mechanism to monitor compliance  via the class size portal.  
 
Our systemic approach revolves around the following five strands: 
 

1. A set of Class Size Reduction guiding principles; scheduling strategies; monitoring practices 
and staff utilization guidelines.   
 

2. A list of core courses determined by the Florida State Legislature during the Spring 2015 
legislative session, to include course recovery courses in 2014, and Language Arts courses 
during the spring 2015 legislative session. Principals are urged to pay careful attention to 
non-core course offerings and to offer extra-curricular courses in line with students’ interest. 
 

3. Utilize the resources available while complying with the contractual requirements and 
maintaining the integrity of programs in the process.   
 

4. Blended Learning courses guided by student selection and parent approvals. 
 

5. Monitor, Monitor, Monitor.  
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TRANSMISSION OF DATA 
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The Florida Department of Education (FLDOE) has initiated a 
requirement for the transmission of class size data. The edit requires all 
rooms to be identified by a valid FISH number. Room numbers that 
cannot be matched will result in the loss of FTE for all students in that 
class. Using supporting baseline data, class size will be reported with the 
October and February FTE Surveys each year.  
 
Teacher Assignments 
 
It is of extreme importance for class size reporting that as many 
class-teacher groupings be reflected as are being offered in the 
school. There may be rare situations during the beginning of the school 
year in which a full-time permanent teacher has yet to be hired. In these 
cases, the section that has been opened with a substitute teacher, the 
substitute’s employee number should be entered on the master 
schedule. Please note that the use of a substitute’s employee number 

will not jeopardize FTE funding for the class. 
 
Florida Inventory of School Houses (FISH) Files 
 
The data transmitted to the Florida Department of Education (FLDOE) is generated by matching the ISIS 
room numbers on the FISH/ISIS ROOM DISPLAY/UPDATE screen with the ISIS room numbers on the 
COURSE RECORD screen (PF9) for PK-12 schools. The room information that was entered for the 
previous school year has been retained. Information Technology Services (ITS) downloads the file of 
FISH room numbers weekly and will reflect new buildings and rooms as they are sent to the state from M-
DCPS. Schools must verify and update the room information as necessary.  
 
Room Numbers 
 
Schools should reference their FISH Inventory and FISH Drawing reports for matching the ISIS COURSE 
RECORD screen (PF9) room number with the FISH room number. For a copy of your FISH Inventory, 
contact Educational Facilities Administration at (305) 995-4683 or fax a request to (305) 995-4730.  
 
If the actual FISH room number is used on the COURSE RECORD screen (PF9) then the room 
numbers will be programmatically matched against the FISH/ISIS ROOM DISPLAY/UPDATE 
screen. 
 
 
 
 
 
 
 
 
 

NOTE: The only FISH rooms that must have a corresponding ISIS room number are those 
used for instructional purposes and are reflected as such on the ISIS COURSE RECORD 
screen (PF9). FISH rooms that are not used for instructional purposes (i.e. custodial closet, 
bathrooms, offices, etc.) do not need a corresponding room number and can be left blank.  



 

Leading Zeros or Blank Spaces in Room Numbers  
 
The ISIS COURSE RECORD screen (PF9) allows the entry of leading zeros or blank spaces when the 
room number is not four digits long. The FISH/ISIS ROOM DISPLAY/UPDATE screen will not have the 
same leading zeros or blank spaces. ITS will drop all leading zeros and blank spaces when processing 
the files for transmission to the FLDOE. (Example: 0099 will convert to 99; _099 will convert to 99; _ or 
__99 will convert to 99.) The ISIS COURSE RECORD screen (PF9) will not reflect that the zeros and 
blank spaces were dropped.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It is recommended that schools use uniformity when entering room numbers. To avoid conflicts, the room 
format should be the same on the ISIS COURSE RECORD screen (PF9) and the FISH/ISIS ROOM 
DISPLAY/UPDATE screen. However, it is not mandatory and should be the choice of the school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Same format 
room numbers 

Leading zeros on room 
numbers on the ISIS 

COURSE RECORD screen. 

No zeros on room numbers 
on the FISH/ ISIS ROOM 

DISPLAY/UPDATE screen.
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Class Size Verification Reports 

The Class Size Verification Report assists administrators in the verification of class size 
information. This report is updated nightly from ISIS or DECO. Site administrators should assign 
RACF authorization for Web Class Size (WCLZ) to designated staff members.  
 
 
Log in to the Employee Portal 
 
To access the Class Size Verification 
Report, log in to the Employee Portal. 
 
 
▼ Select Apps | Services | Sites 
 
 
 
 
 
 
 
 
 
 
 
 
The Apps | Services | Sites page will display. 
 
 
▼ Select Class Size 
 
 
The Class Size District School  
Summary page will display. 
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NOTE: The Class Size information displayed on the screens in this user guide does not 
reflect actual school information. 

District School Summary 
 
The Class Size District School Summary screen is a color-coded compliancy list of all 
schools. The selections at the top of the screen show links for viewing a list of Core Courses, 
Preferences, and e-Handbook (user guide).  
 
The Last updated field designates the last date and time the Class Size data was updated. The 
Data Source field indicates the origin of the data, either ISIS or DECO. Path links are located 
below these selections to navigate users through the screens and back to the Intranet. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To sort the summary by a column,  
 
▼ Click on a column heading 
 
To view additional pages, 
 
▼ Click on desired page number 
 
To view a room or student summary for a school, 
 
▼ Click on the school location number 
 
To change the number of records displayed on a page, 
 
▼ Click on the Records per page drop-down menu  
▼ Select the number of records per page 
 
▼ Data Source: ISIS indicates that the changes must be made in ISIS. 
▼ Data Source: DECO indicates that the changes must be made in DECO.

Select # of 
lines to display 

per page.  
Default is 20. 

Click on the 
column heading 

to sort by. 

Click the 
number to go 
to that page. 

Date and time 
last updated. 

Click Download 
to generate an 
Excel list of the 
Summary page. 

Preferences, Core 
Courses, and  

e-Handbooks links.



CLASS SIZE VERIFICATION REPORTS 
 

Core Courses 
 
A list of Core Courses can be viewed and downloaded onto an Excel format. From the School 
Summary page, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click Core Courses 
 
The Core Courses page will display. To download the list to an Excel spreadsheet, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click Records Per Page drop-down menu 
▼ Select All 
▼ Click Download 
 
The File Download screen will display. 
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▼ Click Open 
 
The Core Courses Excel report will open.  
 
 
 
 
 
You can make adjustments to the columns, 
print it and save it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To print the Excel report, 
 
▼ Click on the Office Button, 
▼ Select Print 
 
To save the Excel report to your computer, 
 
▼ Click on the Office Button 
▼ Select Save AS 
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Preferences 
 
Users can select Preferences to customize viewing of Class Size District School Summary 
information page, based on individual school or Regional and District Office requirements. 
Displaying column information is based on the District’s school, room, and student’s information. 
 
From the School Summary page,  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click Preferences  
 
The Display Preferences page will display. The Display Preferences page is divided in three 
sections, School Column Selection, Room Column Selection, and Student Column 
Selection. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click on School Summary to go back to the District School Summary page 
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Select/deselect preferences to customize the viewing of the District School Summary page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click  School and/or Region drop-down menu 
 
▼ Click  the boxes to add or delete the views by column 
 
▼ Click  Save Changes 
 
To reset Preferences,  
 
▼ Click Restore Default Settings, next to Save Changes 
 
▼ Click School Summary 
 
The District School Summary will change to display the information for the selected 
preferences. 
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Room Summary 
 
The Room Summary page displays rooms, courses, and teacher information in a school. 
 
To view the Room Summary page, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click on the school location number 
 
The Room Summary page, for the school selected, will display. The Room Summary page 
shows Class Size compliancy for each calculated room in the school. Classes in green have 
met the State cap for Class Size; classes in purple have NOT met the State cap for Class Size. 
 
 
 
 
 
 
 
 
 
▼ Click the Records 
 
 
 
 
 
 
 
 
 
 
 
To display all records, 
 
▼ Click Records Per Page drop-down menu to select All 
Or 
▼ Click on the desire page number
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To view the Co-Teachers for a room,  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Scheduling Methods, C and M. C=Co-Teaching; M=Multi-Use Classroom or POD. In the CM 
Teachers column, 
 
Locate the room in the ISIS ROOM column, 
 
▼ Click the corresponding number 
 
The Teacher Summary page will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click Room Summary to go back to the Room Summary page 
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Student Summary 
 
The Student Summary screen displays student, room, course, and teacher information in a 
school.  
 
To view the Student Summary page, from the Rooms Summary page, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click View under the Students column 
 
The Students Summary page will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click Records Per Page drop-down menu to select All 
 
▼ Click Room Summary to go back to the Room Summary page 
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File Download 
 
The School Summary and Rooms Summary information can be downloaded to open or save 
as Microsoft Excel Worksheets. 
 
To download the Rooms Summary (or Schools Summary) file, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Click Records Per Page drop-down menu 
 
▼ Select All 
 
▼ Click Download  
 
The File Download screen will display. 
 
▼ Click Save 
 
 
 
 
 
 
 
 
 
 
 
The Rooms Summary list is saved in an Excel format. You can make adjustments to the 
columns if necessary. 
 
 

The Save As screen, will display. Navigate 
to the location to save the file, 
 
▼ Verify the name of the file 
 
▼ Click Save 
 
The file will be saved to the designated 
location. It can be printed or e-mailed. 
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Additional Class Size Reports 
 
In addition to the Class Size Verification Report, the following reports are available to assist 
schools in preparing and verifying class size.  
 
ISIS/FISH Room Error Report Discrepancies in ISIS room and teacher information listed 

on master schedule. This report will be produced 
automatically each Friday for the three (3) weeks 
preceding the October and February Surveys (2 & 3) and 
mailed to the schools. The report is also available through 
the ISIS On-Line Report Request System. [See page 12]. 

 
FISH Inventory A list of FISH room numbers at a school site. Contact 

Educational Facilities Administration at (305) 995-4683 or 
fax a request to (305) 995-4730. 

 
FISH Drawing Report Drawings of school site buildings with assigned FISH 

numbers. The report is available from Educational 
Facilities Administration at (305) 995-4683. 

 
Class Master List/Seat Inventory List of courses and sections offered by a school with room 

information. This report is available through the ISIS On-
Line Report Request System. Order Sequence: 
Period/Room. 
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A “Y” will be displayed 
in the POD column for 

rooms with multiple 
teachers and classes. 

ISIS/FISH Room Error Report 
 
To assist schools with verifying and updating the room information, ITS has developed the 
ISIS/FISH ROOM ERROR REPORT (T2320E10-01). This report will be produced automatically 
and mailed to the schools. The report is also available through the ISIS On-Line Report Request 
System. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The report displays:  
 

ISIS ROOM Room number listed on the Master Schedule on the ISIS 
COURSE RECORD screen (PF9)  

 
FISH ROOM FISH room number that has been downloaded from the Florida 

Inventory of School Houses file. 
 

  FISH file configuration: 

  Positions 1-5 = Facility 
  Position 6  = Facility Suffix 
  Positions 7-11 = Parcel 
  Positions 12-16 = Building 
  Positions 17-21 = Room  

 
COURSE/SEQ Three (3) character code used to identify the course sequence 

(ex: A01, B53) 
 

SECT Two (2) digit number that identifies the course section (ex: 01, 02, 
03, etc.) 

 
TEACHER EMPNUM Employee number of the teacher assigned to the course section 

 
TEACHER NAME Name of the teacher assigned to the course section 
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FISH/ISIS Room Display/Update Screen 
 
To view the FISH/ISIS ROOM DISPLAY/UPDATE screen in ISIS, log in to CICS. [To access the 
Mainframe Terminal Sessions, log in to the Employee Portal and select Intranet, under the 
Employee Tool Box]. 
 
On the M-DCPS CICS security screen, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Type Employee number 
  Work location (number) 
  Personal password 
 
▼ Press Enter 
 
The employee’s APPLICATION screen will display. 
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On the APPLICATION screen, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Type ISIS  
 
▼ Press Enter 
 
The INTEGRATED STUDENT INFORMATION SYSTEM (ISIS) screen will be displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Type 3 (SCHOOL INFORMATION) 
 
▼ Press Enter 
 
The SCHOOL INFORMATION SYSTEM APPLICATIONS MENU will be displayed. 
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On the APPLICATIONS MENU, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Type 2 (FISH/ISIS ROOM DISPLAY/UPDATE) 
 
▼ Press Enter 
 
The FISH/ISIS ROOM DISPLAY/UPDATE screen will display. 
 
 
 
 
 
 
 
 
 
 
 
 
The SURVEY YEAR and PERIOD, for the Class Size being reported, are displayed. 
 
▼ Press Enter to display the information 
 
The FISH/ISIS ROOM DISPLAY/UPDATE screen will change to display the room information 
for your location. 
 
 
 
 



FISH/ISIS ROOM DISPLAY/UPDATE SCREEN 
 

The room information that was entered for the previous school year will be displayed. 
Information Technology Services (ITS) downloads the file of FISH room numbers weekly to add 
new FISH numbers to the FISH/ISIS ROOM DISPLAY/UPDATE screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Schools must verify and update the room information as necessary. Refer to the ISIS/FISH 
ROOM ERROR REPORT to identify FISH and ISIS rooms [see page 12]. 
 
If the school is not using the FISH room number, then the school identified room number must 
be entered on the FISH/ISIS ROOM DISPLAY/UPDATE screen next to the corresponding FISH 
number. 
 
 
 
 

Press Enter to 
display additional 

FISH room numbers.
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To Enter or Update ISIS Room Information  
 
On the FISH/ISIS ROOM DISPLAY/UPDATE screen, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Tab to the desired FISH room number 
 
▼ Type the corresponding room number used on the COURSE RECORD screen (PF9), 

for Elementary and Secondary or the STUDENT INFORMATION screen (PF3) 
for Pre-Kindergarten, next to the FISH room number in the ISIS Room # column.  

 
▼ Press  Enter 
 
The message UPDATE COMPLETE will display at the top of the screen. 
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Special Room Configurations 
 
POD Information  
 
State Definition 
 
Multiple classes are taught in one large classroom (with one FISH number) separated by 
temporary “walls”. 
 
What Qualifies as a POD? 
 
Depending on the main grade in the classroom, the multiple use instructional space will be 
determined by the following criteria: 
 
 Grade Group Net Square Footage 
 
 PK-3 1763 

4-8 1715 
9-12 1599 

 
How the POD Calculation Works 
 

• Classrooms are separated into individual periods. 
• The number of students in the classroom is divided by the number of teachers. 

Example: Room 4001 has 30 students and two teachers, only 15 students will be 
used in the calculation. 

• The number of students in all of the classrooms within a grade range (i.e. PK-3, 4-8, 9-
12) is added together giving the numerator. 

 
Example of a POD Room 

 
Room Students POD Adjusted 

Students 
1 20 Y 10 
2 20  20 
3 20  20 
4 20  20 
5 20  20 

 
Calculation: 90 students/5 rooms = 18.00 Class Average 
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Enter or Update  
 
On the FISH/ISIS ROOM DISPLAY/UPDATE screen,   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Tab to the desired FISH room number  
 
▼ Type Y in the POD column, next to the FISH room number for any room housing more 

than one class 
 
▼ Press Enter 
 
 
The UPDATE COMPLETE message will be displayed at the top of the screen. 
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Co-Teaching 
 
 
Co-Teacher Requirements 
 

1. At least one member of the team must have at least 3 years of teaching experience. 
2. At least one member of the team must be teaching in-field. 
3. The teachers must be trained in team-teaching methods within 1 year after assignment.  

 
How the Co-Teacher Calculation Works 
 

• Classrooms are separated into individual periods. 
• If co-teaching then the number of students in the classroom is divided in half. 

Example: Room 4001 has 30 students; only 15 students will be counted for that room. 
• The number of students in all of the classrooms within a grade range (i.e. PK-3, 4-8, 9-12) 

is added together giving the numerator. 
 
Example of Co-Teacher 
 

Room Students Co-Teacher Adjusted 
Students 

1 20 Y 10 
2 20  20 
3 20  20 
4 20  20 
5 20  20 

 
Calculation: 90 students/5 rooms = 18.00 Class Average 
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Updating Co-Teachers Grades PK-12 
 
The data used to calculate the elementary and secondary class size is taken from the COURSE 
RECORD screen (PF9). Schools must take the following steps to ensure that the Class Size is 
calculated correctly. 
 
On the COURSE RECORD (PF9) screen,  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Type course sequence code 
 
▼ Press Enter  
 
The course sequence and sections will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The COURSE RECORD screen has been modified to allow the schools to insert co-teachers to 
existing sections. This method must be used by Elementary schools as they are unable to enter 
a number under the #I  field. This method can also be used by Secondary schools. 
 
▼ Press PF13 to access the Course Multiple Teacher screen 
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On the COURSE MULTIPLE TEACHER screen, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Type Section number  

Employee number 
Teacher number 

 
Up to two co-teachers can be added to a section. If a second co-teacher is required for the 
section entered, the employee number and teacher number should be entered under 
Additional Teacher on the same line. 
 
When finished, 
 
▼ Press Enter 
 
The message UPDATE COMPLETE will display. Press PF23 to return to the COURSE 
RECORD screen. 
 
The co-teacher will be added to the section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use this field to add a 
second co-teachers to 

the same section. 



SPECIAL ROOM CONFIGURATION 
 
For Secondary Schools Only 
 
On the COURSE RECORD screen, to add a section with a co-teacher, enter the Course 
Sequence and press enter to display the course sections: 
 
▼ Press PF16 to add a section 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Type Room number 
  Primary teacher’s employee number 
  Primary teacher’s teacher number 
 
Under the #I  column, 
 
▼ Type 2 (moves cursor to next line without creating a new section) 

On the second line of the co-taught section,  
 
▼ Type Co-teacher’s employee number 
   Co-teacher’s teacher number 
 
▼ Press Enter  
 
If the room and period is composed of a combination of courses, then all sequence/sections of 
the combination must be coded with the co-teacher information.  
 
NOTE: This cannot be done until the Final Transfer from X2 Aspen to ISIS.  
 
 
 
 
 



SPECIAL ROOM CONFIGURATION 

 
School Operations in collaboration with Information Technology Services 

Revised August 2015 
 

 
Removing a Co-Teacher from an Existing Section 
 
Once a co-teacher has been added to a course section, it can be removed, if necessary. 
 
On the COURSE RECORD screen, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After entering the Course Sequence and pressing enter to display the course sections: 
 
▼ Press PF18 to display the COURSE MULTIPLE TEACHER DELETE screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Type Section number, for which the co-teacher is to be deleted 
 
▼ Press Enter  
 
The co-teacher information for the specified section will display.  
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If there are two co-teachers, one will display under TEACHER 2 and the other under TEACHER 
3. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Type X next to the co-teacher’s employee number 
 
▼ Press Enter 
 
The message UPDATE COMPLETE will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
▼ Press PF23 to go back to the COURSE RECORD screen 
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Additional Secondary Requirements 
 
Courses Taught Off Campus  
 
Facility Type “09” (another facility operated or owned by an agency or other provider other than 
the school district in which instructional services or classes are conducted), must be entered on 
the ISIS COURSE RECORD screen (PF9) for courses that are taught off campus. (Examples: 
Dual Enrollment courses taught at Miami Dade Community College or On the Job Training 
[OJT] courses.) This will flag the course when it is sent to the state. These courses will be used 
in the Class Size calculation if the subject code is one that the state uses in its calculations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Facility Type “09” must be entered when creating new course sequences on the ISIS 
CATEGORICAL UPDATE OF COURSE SEQUENCE screen for courses taught off campus. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Existing sequences for these 
types of classes must have 

the Facility type updated 
prior to FTE surveys.
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Class Size Conflicts 
 
The following examples will assist you in resolving conflict issues that may arise during the 
Class Size verification process. These conflicts must be corrected prior to the transmission of 
data, to the Florida Department of Education (FLDOE), in the October and February FTE 
Surveys. 
 
Foreign Language 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are 98 students scheduled in the same room/period. Room 3540 for period 10. 
 
Periods need to be updated on the Course Record screen (PF9) by section to reflect the actual 
number of students the teacher is teaching per period. 
 
Foreign Language periods should be updated to accurately reflect the student population in the 
class by period. 
 
▼ Provide the Foreign Language teacher with a set of class lists. 

▼ Teachers should identify each group of students they teach. 

▼ If students from different homerooms are seen together then their class periods must be the 
same in order to accurately represent the student population within the class. 

 
 Example: Homeroom Teacher Students 
  Smith  6  
  Jones  5 Same Period 
  Gomez 4 
  Lopez 3 
 

  18 
 
 



CLASS SIZE CONFLICTS 
Room Conflicts 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Two teachers assigned to the same room not coded as co-teacher (C) or Multi-use/POD (M).  
 
Identify the section, log in to ISIS and access the Course Record screen (PF9) and update the 
room number. 
 
▼ Double check the room numbers for each teacher and update ISIS or Aspen. 

▼ If the rooms are a POD, it should be identified with a Y in the FISH/ISIS Room 
Display/Update screen. 
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Co-Teachers Conflict 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the co-teacher is in the classroom for the entire period, she must be assigned to all sections. 
 
▼ Elementary – Co-teachers are added in ISIS 

▼ Secondary – Co-teachers are added in Aspen and ISIS. 
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Missing Room Number 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the Room Summary page,  
 
▼ Select All in the Records Per Page field to display all records 
 
▼ Click on the ISIS Room column to identify the records with missing room numbers 
 
▼ Click View to open the Student Summary page and identify the teacher’s room and section 
 
▼ In ISIS, go to the Course Record screen (PF9) and add the missing room number 
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Whom to Contact For Assistance 
 

For questions regarding FISH Inventory or FISH Drawing 
reports, contact Educational Facilities Administration at 
(305) 995-4683 or fax a request to (305) 995-4730. 
 
For questions regarding ISIS, teacher, or class information,  
please submit a Self Service incident at: 
http://selfservice.dadeschools.net. Select ‘Ask ITS a 
Question’ from the drop-down list. 
 
For questions regarding Class Size Compliance, contact 
School Operations at 305 995-1891 or 305 995-4258. 
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Class Size Reduction Amendment  
(Updated July 2014) 

 
1. Why are Florida’s school districts and schools required to reduce the number of 

students per classroom? 
 

In November 2002, Florida’s voters approved a state constitutional amendment (article IX, 
section 1) setting limits for the maximum number of students in a classroom by the start of the 
2010-11 school year. These limits (class-size maximums) apply to individual classes, so that, 
by fall 2010, no classroom in which a core course is taught may contain more students than 
allowed by the constitutional limits. The class-size limits apply to classes in three grade 
groupings as follows: 
 

Maximum Number of Students Allowed in a 
Grade Group                                 Core Class by Fall 2010 

K – 3                                                          18 
 

4 – 8                                                          22 
 

9 – 12                                                         25 
 

The amendment requires the Florida Legislature to make provisions to ensure that school 
districts and schools comply with the class-size requirements. Although school districts had 
until fall 2010 to reach full compliance, the amendment has required districts with class sizes 
exceeding the limits to demonstrate measurable progress toward reducing class size since the 
2003-04 school year. 
 
The full text of the class-size reduction constitutional amendment is provided at: 
http://www.fldoe.org/ClassSize/pdf/amendment.pdf  

 
The 2011 legislature amended section 1003.03, Florida Statutes (F.S.), in  section 15 of 
chapter 2011-55, Laws of Florida (L.O.F.), providing class-size flexibility to schools that enroll 
students after the October student membership survey. If a district school board determines that 
it is impractical, educationally unsound or disruptive to student learning, students may be 
temporarily assigned to a class that exceeds the maximums cited above. Up to three students 
may be assigned to a teacher in grade group K-3. Up to five students may be assigned to a 
teacher in grade groups 4-8 and 9-12. The district school board must develop a plan that 
provides that the school will be in full compliance by the next October student survey. 

 
2.  What legal authority guides implementation of Florida’s class-size reduction 

amendment? 
 

In 2003, the Florida Legislature enacted chapter 2003-391, L.O.F., which implements the 
provisions of the class-size amendment and defines the progress that districts must make in 
reducing class size. The law substantially revised section 1003.03, F.S., and created section 
1011.685, F.S., which established the class size operating categorical fund. Other sections 
of law were amended to fully implement the constitutional requirement. 
 

  

http://www.fldoe.org/ClassSize/pdf/amendment.pdf


3. What progress were schools and districts required to demonstrate in reducing 
class size? 

 
Districts with class sizes that exceeded the constitutional class-size maximums had to 
reduce class size by at least two students per year until 2010-11 (or until reaching compliance 
with the constitutional maximums) according to the following schedule and measures: 

 
2003-04 to 2005-06 
Progress toward class-size reduction was measured using average class size for grade 
groups K-3, 4-8 and 9-12 at the district level. Districts with average class sizes 
exceeding the constitutional maximums must have reduced the average class size for 
each applicable grade grouping by at least two students per year until their class-size 
averages no longer exceeded the constitutional maximums. 

 
2006-07 to 2009-10 
Progress toward class-size reduction was measured at the school level. Each school 
with average class sizes exceeding the constitutional maximums must have reduced its 
average class size for each applicable grade grouping by at least two students per year 
or until its class-size averages no longer exceeded the constitutional maximums. 

 
2010-11 
Class-size reduction was measured at the classroom level. Class-size counts 
documented classrooms in which the number of students exceeded the constitutional 
maximums and included the number of students in excess of the constitutional 
maximums for each of these classes. Required progress for each school was based on 
these counts. 

 
4. How is “class” defined for purposes of calculating class size? 

 
A class is identified as a course/section combination with one or more teachers scheduled in a 
particular room, in a particular school, in a specified term, and during a specific period and day 
of the week. The count of students meeting for that class section constitutes the class size. 

 
5. Which courses/classes are considered in the calculation of class size? 

 
Courses in academic areas that are defined as core-curricula courses are included in the class-
size calculation. Core-curricula courses are defined by grade groups. The following definitions 
may be found in section 1003.01, F.S.: 

 
(14) “Core-curricula courses” means: 

(a) Courses in language arts/reading, mathematics, social studies, and science in 
prekindergarten through grade 3, excluding any extracurricular courses 
pursuant to subsection (15); 

(b) Courses in grades 4 through 8 in subjects that are measured by state 
assessment at any grade level and courses required for middle school  
promotion, excluding any extracurricular courses pursuant to subsection (15); 

(c) Courses in grades 9 through 12 in subjects that are measured by state 
assessment at any grade level and courses that are specifically identified by 
name in statute as required for high school graduation and that are not 
measured by state assessment, excluding any extracurricular courses pursuant 
to subsection (15); 

(d) Exceptional student education courses; and 



(e) English for Speakers of Other Languages courses. 
 

The term is limited in meaning and used for the sole purpose of designating classes that 
are subject to the maximum class size requirements established in s. 1, Art. IX of the 
State Constitution. This term does not include courses offered under ss. 
1002.321(4)(e), 1002.33(7)(a)2.b., 1002.37, 1002.415, 1002.45, and 1003.499, F.S. 

 
(15) “Extracurricular courses” means all courses that are not defined as “core-curricula 

courses,” which may include, but are not limited to, physical education, fine arts, 
performing fine arts, career education, and courses that may result in college credit. 
The term is limited in meaning and used for the sole purpose of designating classes that 
are not subject to the maximum class size requirements established in s. 1, Art. IX of the 
State Constitution. 

 
6. Are blended learning courses considered in the calculation of class-size 

compliance? 
 
No. Blended courses are exempt from inclusion in the calculation of class-size compliance, 
pursuant to section 1003.01(14), F.S.  

 
7. Are virtual education courses considered in the calculation of class-size 

compliance? 
 
No. Virtual education courses are exempt from inclusion in the calculation of class-size 
compliance, pursuant to section 1003.01(14), F.S.  
 

8. Are exceptional student education (ESE) courses considered “core” courses? 
 
Yes.  ESE courses are considered core-curricula courses. 
 

9. Does the class-size amendment pertain to both academic and elective courses? 
 

The amendment pertains to core courses. Courses outside the core curriculum, such as 
physical education classes and fine arts classes, are not included. An elective course can be a 
core course if it falls under one of the classifications listed in the response to question 5. In 
section 15, chapter 2011-55, L.O.F., the 2011 legislature assigned responsibility to the 
Florida Department of Education to specify core-curricula courses. 
 

10. What is the maximum class-size requirement for school-year Voluntary 
Prekindergarten Programs? 

 
The maximum number of students in each public school prekindergarten school-year class is 
20 students, pursuant to section 1002.63(7), F.S. Each school-year prekindergarten class in a 
public school composed of 4-11 students must have at least one prekindergarten instructor who 
meets each requirement in section 1002.55(3)(c), F.S. Each school-year prekindergarten class 
composed of 12 or more students must have, in addition to a prekindergarten instructor who 
meets the requirements of section 1002.55(3)(c), F.S., at least one adult prekindergarten 
instructor who is not required to meet those requirements, but who must meet each requirement 
of section 1002.63(5), F.S. 

  



11. What is meant by “average class size” for districts and schools? 
 

“Average class size” means the average number of students per class for a specified group of 
classes. Average class size is measured by adding the number of students assigned to each 
class in a specified group of classes and dividing this compiled number of students by the 
number of classes in the group.  
 

12. How does average class size differ from a student/teacher ratio? 
 

A student/teacher ratio does not provide class-size information insofar as the ratio is derived by 
dividing the number of a school’s (or district’s) students in membership by the number of staff 
who are classified as teachers at the school (or district). Student/teacher ratios do not account 
for the number of classes taught during the day or how many students are assigned to each of 
the classes. Thus, student/teacher ratios do not provide information based on class-level data. 
 
Average class size, on the other hand, is based on counts of students assigned to specific 
classes. 

 
13. Are charter schools subject to compliance with the class-size reduction law? 

 
Yes. The 2010 legislature clarified that charter schools must comply with section 1003.03, F.S., 
relating to maximum class size, except that the calculation for compliance is for the school 
average by grade group. 
 

14. Are district-operated schools of choice subject to compliance with the class-size reduction 
law? 
 
Yes. The 2013 legislature revised section 1002.31(9), F.S., requiring district-operated schools of 
choice to comply with section 1003.03, F.S., relating to maximum class size, with the calculation 
for compliance at the school average by grade group. 

 
15. How is compliance with this amendment determined? 

 
Compliance with the class-size amendment is determined from student course records 
submitted to the department from the October student membership survey. 

 
16. How is class size calculated for traditional public schools? 

 
The steps for calculating class size are summarized as follows: 
 

1. Count the number of students in each class within each room/period. 
2. For students reported multiple times in a single room/period combination, count each 

student only once. Students are occasionally assigned to more than one course for a class, 
e.g., ESE students enrolled in both an ESE course and mainstream course for a given 
class period. 

3. Determine main course taught in each room/period based on the course with the majority 
of students. 

4. Determine the main grade taught in each room/period based on the grade with the majority 
of students in the main course. 

5. Determine whether or not the main course is a “core” course. 
6. Count the number of unduplicated students in each room/period, allowing for adjustments 

based on scheduling method. 



 
17. How is class size calculated for charter schools and district-operated schools of choice? 

 
The steps for calculating class size are summarized as follows: 
 

1. Count the number of students in each class within each room/period. 
2. For students reported multiple times in a single room/period combination, count each 

student only once. Students are occasionally assigned to more than one course for a 
class, e.g., ESE students enrolled in both an ESE course and mainstream course for a 
given class period. 

3. Determine the main course taught in each room/period based on the course with the 
majority of students. 

4. Determine the main grade taught in each room/period based on the grade with the 
majority of students in the main course. 

5. Determine whether or not the main course is a “core” course. 
6. Determine the numerator by compiling the total unduplicated count of students based on 

the main grade of each class for which the main course is “core,” allowing for 
adjustments based on scheduling method. Then, add up these student counts for all 
classes.    

7. Determine the denominator by counting all classes in which the main course is “core.” 
8. Calculate the class size for each grade group range of the school (K-3, 4-8, 9-12) by 

dividing the numerator (student count) by the denominator (class count). 
 

18. How  is  the  class-size  calculation  affected  by  multiple  teachers  in  the  same 
classroom? 

 
If more than one teacher is responsible for all of the students in a classroom, the total number 
of students in the classroom is divided by the number of teachers assigned to these students to 
determine class size. 
 

19. Does the number of teacher aides affect class-size calculations? 
 
No.  Teacher aides are not counted in the class-size calculation. 
 

20. What   measures/options   does   section   1003.03(3),   F.S.,   offer   districts   for 
implementing the class-size amendment? 

 
 Provide dual enrollment courses at state/community colleges. 
 Provide for enrollment in courses offered by the Florida Virtual School and other virtual 

instruction options. 
 Repeal school board policies that require students to have more than the state-required level 

of 24 credits to graduate from high school. 
 Allow students to graduate from high school as soon as they pass the grade 10 Florida 

Comprehensive Assessment Test and complete the courses required for high school 
graduation. 

 Use methods to maximize use of instructional staff, such as changing required teaching 
loads and scheduled planning periods, deploying district employees who have professional 
certification to the classrooms and using adjunct educators. 

 Use methods to reduce the cost of school construction. 
 Use joint-use facilities through partnerships with state/community colleges, state universities, 

and private colleges and universities. 
 Adopt alternative methods of class scheduling, such as block scheduling. 



 Redraw school attendance zones to maximize use of facilities while minimizing the need for 
transportation. 

 Operate schools beyond the normal operating hours to provide classes in the evening or 
operate more than one session of school during the day. 

 Use year-round schools and other nontraditional calendars that do not adversely impact 
annual assessment of student achievement. 

 Review and consider amending any collective bargaining contracts that hinder the 
implementation of class-size reduction. 

 Use any other approach not prohibited by law. 
 

21. Are funds available to assist districts with meeting the requirements for the class-size 
reduction amendment? 
 
Since the 2003-04 fiscal year, the Florida Legislature has provided funds to reduce the 
average number of students in each classroom until no classroom exceeds the class-size 
requirements. Article IX, section 1 of the Florida Constitution requires the legislature to make 
provisions for the implementation of class-size requirements.  
 
To see how much funding has been provided to school districts to date, please see: 
http://www.fldoe.org/classsize/  
  

22. Can federal funds be used to meet class-size reduction requirements? 
 

Federal funds may be used to supplement, not supplant, state and local funds to meet the 
requirements of the class-size reduction amendment. The district must be able to provide 
appropriate documentation for auditors to review if federal funds are used for this purpose. 
 

23. What is FISH? 
 

FISH stands for Florida Inventory of School Houses. A FISH number is assigned to each 
physical classroom in which students are taught. The class-size calculation uses FISH 
numbers to identify classrooms. The Educational Facilities Information System assigns and 
coordinates the FISH identification numbers for all classrooms. Please see 
http://www.fldoe.org/edfacil/fish.asp for more information. 
 

24. Are there financial penalties associated with noncompliance with class-size requirements? 
 

Yes. For each district that is out of compliance with class-size requirements, section 1003.03(4), 
F.S., requires the department to calculate a reduction in the district’s class-size allocation. Class-
size funds are then reallocated to districts that are fully in compliance with class-size 
requirements. 
 
For a more detailed explanation of the class-size reduction and reallocation calculation, please 
see http://www.fldoe.org/ClassSize/pdf/ReductionReallocationCaclulation.pdf.  

 
25. Other than financial penalties, how else are districts held accountable for complying with 

class-size requirements? 
 

Pursuant to section 1003.03(4)(e), F.S., each district that has not complied with class-size 
requirements must submit by February 1 a class-size compliance plan, certified by the district 

http://www.fldoe.org/classsize/
http://www.fldoe.org/edfacil/fish.asp
http://www.fldoe.org/ClassSize/pdf/ReductionReallocationCaclulation.pdf


school board, that describes the specific actions the district will take to fully comply with class-size 
requirements by October of the following school year. 

 
26. Is there a template districts can use to develop a class-size compliance plan? What is the 

process for submitting the class-size compliance plan? 
 

The following template may be used by districts that need to develop a class-size compliance plan 
(districts are not required to use this template):  
 
http://www.fldoe.org/ClassSize/pdf/1314cscmd.pdf  
 
Districts should send their board-certified class-size compliance plans to K12Verify@fldoe.org. 

 
27. Is there an appeals process? How does it work?   

 
Yes. Section 1003.03(4)(c), F.S., authorizes the commissioner to recommend an alternate 
reduction amount if there is evidence that class-size requirements were not met despite 
appropriate efforts to do so or because of an extreme emergency. A district or charter school may 
appeal to the commissioner by submitting evidence documenting why the class-size requirements 
were not met. The appeal should be based on extenuating circumstances, such as data reporting 
errors. Such appeals are considered on a case-by-case basis. 
 
The deadline for submitting appeals and all supporting documentation to the commissioner is in 
mid-December. Appeals on the basis of data reporting errors should be submitted through the 
web application at http://app2.fldoe.org/ClassSizeAppeal/. Supporting documentation should be 
sent to K12Verify@fldoe.org. 
 
Based upon appeals, the commissioner may recommend alternative reduction amounts to the 
Legislative Budget Commission no later than February 15.  

  
28. Does the district have to submit a class-size compliance plan if it is appealing?  

 
Yes. If a district is found to be out of compliance with class-size requirements, it must submit a 
class-size compliance plan pursuant to section 1003.03(4)(e), F.S.  

http://www.fldoe.org/ClassSize/pdf/1314cscmd.pdf
mailto:K12Verify@fldoe.org
http://app2.fldoe.org/ClassSizeAppeal/
mailto:K12Verify@fldoe.org


TECHNICAL ASSISTANCE FREQUENTLY ASKED QUESTIONS 

Frequently Asked Questions 
 
1. What is FISH? 
 
FISH is the acronym for Florida Inventory of School Houses. It is a state file of room numbers 
submitted by M-DCPS to report class size information. 
 
2. What is a POD? 
 
Multiple classes are taught in one large classroom (with one FISH number) separated by 
temporary “walls”. 
 
3. What Qualifies as a POD? 
 
Depending on the main grade in the classroom, the multiple use instructional space will be 
determined by the following criteria: 

 
Grade Group  Net Square Footage 

PK-3 1763 
4-8 1715 
9-12   1599 
 

4. What is a Relocatable?  
 
A stand-alone building not attached to the permanent facility. Also referred to as a portable. 
 
5. What is an Instructional room? 
 
A room used to provide instruction to students. 
 
6. Why are the FISH room numbers so large? 
 
The FISH room numbers are elements based on the FISH number assigned by each district to 
every classroom in the district. If a FISH number has been assigned, then the FISH number 
should be entered in the following configuration: 
 

  Positions 1-5  = Facility 
  Position 6 = Facility Suffix 
  Positions 7-11 = Parcel 
  Positions 12-16 = Building 

 Positions 17-21 = Room 
 
7. How often is the FISH room file updated? 
 
The FISH room file is updated weekly on Friday nights. 
 
8. Do Charter Schools or contracted programs (non-facilities) need to enter the ISIS 
Course Record screen (PF9) room numbers on the FISH/ISIS ROOM DISPLAY/UPDATE 
screen? 
 
There are no FISH room numbers for Charter Schools or contracted programs (example: DJJ). 
Per state reporting instructions, ITS will create FISH room numbers when transmitting data to 
the state. However, room numbers must be entered on the ISIS COURSE RECORD screen 
(PF9).



9. The Art, Music or PE teacher is not assigned to a permanent room and provides 
instruction in the homeroom teachers’ rooms. What room number should be entered on 
the FISH screen? 
 
Art, Music and PE classes are not reported at this time. Schools may enter the homeroom 
teachers’ room numbers on the ISIS COURSE RECORD screen (PF9). 
 
10. What is the procedure when new buildings or relocatables do not appear on the FISH 
Survey report? 
 
Schools should notify Educational Facilities Administration at (305) 995-4683 or fax a request to 
(305) 995-4730.  The state FISH file is downloaded weekly and will reflect new buildings and 
rooms as they are sent to the state from M-DCPS. 
 
Reminder: Check the FISH/ISIS ROOM DISPLAY/UPDATE screen. When the new 
buildings appear, update the information. 
 
11. How does a school request FISH Inventory and FISH Drawing Reports? 
 
Schools should notify Educational Facilities Administration at (305) 995-4683 or fax a request to 
(305) 995-4730.  
 
12. How does a school request an ISIS/FISH Room Report? 
 
The ISIS/FISH ROOM REPORT can be ordered through the ISIS On-Line Report Request 
System.  
 
13. When is the ISIS/FISH Room Report produced? 
 
The ISIS/FISH ROOM REPORT is produced each Friday for the three weeks preceding the 
October and February Surveys (2 & 3) and mailed to the schools. The report is also available 
through the ISIS on-line Report Request System. The FISH room files are downloaded each 
week to add new FISH numbers to the FISH/ISIS ROOM DISPLAY/UPDATE screen when new 
ones are added to the state file. 
 
14. The school has buildings that have the same room number for each building. All of 
the buildings are not showing on the FISH Drawing report and therefore are not showing 
on the FISH/ISIS ROOM DISPLAY/UPDATE screen. The school entered the same room 
number for each of the teachers in the different buildings on the ISIS COURSE RECORD 
(PF9) screen. This has inflated the population for that room. How can this be resolved? 
 
The school needs to make the room numbers unique on the ISIS COURSE RECORD screen 
(PF9) for the buildings that do not appear on the FISH/ISIS ROOM DISPLAY/UPDATE screen 
(example: 101, A101, B101). When there is not a FISH room number on the FISH/ISIS ROOM 
DISPLAY/UPDATE screen, ITS will report the ISIS COURSE RECORD screen (PF9) room 
number to the FLDOE when this information is transmitted. The school should contact 
Educational Facilities Administration at (305) 995-4683 or fax a request to (305) 995-4730 
regarding the missing buildings on the FISH Drawing report.  
 




