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Performance Reports Submission FAQs 
 
While the Performance Reports Data Handbook outlines this same information, this list of commonly asked 
questions provides explicit clarification to some of the common misconceptions related to the Performance 
Reports Submission. 
 

1. Question: Who is required to upload to this submission? 
 
Answer: All New Jersey public and charter schools are required to upload to the Performance Reports 
Submission. Approved Private School for Students with Disabilities (APSSDs) are not required to upload 
to this submission.  

 
Additionally, only schools that were open during the 2023-2024 school year are required to upload to 
this submission. Any new schools opened in 2024-2025 should not be submitted to this submission 
because these schools will not have a 2023-2024 School Performance Report. 
 

2. Question: We are a one school district. Are we required to upload for both District and School? 
 

Answer: Yes. A record should be submitted for your district and each school within your district that was 
open for the 2023-2024 school year. This data will be used to populate the Narrative section of the 
separate District and School level New Jersey Performance Reports.  

 
If only a school record is submitted, no narrative information will appear in the district reports. If only a 
district record is submitted, no narrative information will appear in the school reports.  

  
3. Question: How do I upload my Narrative Data to the Submission? 

 
Answer: LEAs are able to upload their narrative data using the Add a Record function or through a file 
upload. Unlike other submissions, LEAs do not have to complete a full file upload first for the Add a 
Record Function to be activated. If LEAs choose to complete a file upload, after the first initial file 
upload, partial files can be uploaded with additional district or school records. 

 
4. Question: Which fields are required? 

 
Answer: The required fields are TieredModelIntervention, InterventionReferralModel, PBSIS, and Record 
Indicator. The fields UniversalScreeningKto3, UniversalScreening4to8, UniversalScreening9to12 are 
required based on the grade levels the school serves (e.g., A school that serves grades levels 9 through 
12 would be required to complete the UniversalScreening9to12 field.). The School Code field becomes 
required if Record Indicator is “S”. All other fields are optional. Optional fields that are left blank will be 
excluded from the Performance Reports Narrative section.  
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5. Question: Not all sections apply to my LEA, how do I ensure that these sections do not appear in our 
Performance Report?  
 
Answer: If an optional field is left blank, the information will not appear within the Narrative Section of 
the Performance Report. 

 
6. Question: How do I view and resolve the errors in my submission? 

 
Answer: To view any errors, navigate to the Errors page and drill down into a record to view the Errors 
by Error type. Errors can be resolved by editing the records through the Record Details page or via a file 
upload. 
 

7. Question: Why am I receiving a warning?  
 
Answer: Warnings will appear if a district or school record has not yet been submitted. Once your LEA 
has uploaded the missing record, the Warning will resolve. 
  

8. Question: How do I preview how my data will look on the School Performance Reports? 
 
Answer: Sample Reports gives LEAs the opportunity to preview the uploaded data before it is submitted. 
To view, navigate to the Sample Reports page and select the school or district record. 
 

9. Question: When looking at Sample Reports, I noticed that the superintendent’s name is spelled 
incorrectly, and the phone number is incorrect, can I change this? 
 
Answer: LEAs can edit principal or superintendent names and emails at any time by logging into the CDS 
system.  If LEAs need to make updates to a school or district address or phone number, LEAs must 

submit a CDS Change Request Form.  
 

10. Question: I uploaded information that was incorrect and would like to remove the record from this 
submission. How do I remove a record from the Performance Reports Submission? 
  
Answer: To remove/erase a record, drill down into the record by clicking on the Record Indicator Type 
and select the Erase Record button. 
 

11. Question: Why is my narrative data cut off in the School Performance Reports? 
 
Answer: The optional narrative data fields in the Performance Reports Submission have character limits. 
If you submit narrative data above the maximum length, it will be truncated in the School Performance 
Reports. Please review the Performance Reports Submission Handbook to see the maximum length for 
each field. 
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12. Question: What is the Special Topic data element and how will it be used? 

 

Answer: The Special Topic data element will be used to collect information on relevant topics each year 

and guidance will be provided in the Handbook on each year’s topic. For the Fall 2024 submission, the 

Special Topic narrative field will be used to populate an “Attendance” narrative field in the 2023-2024 

School Performance Reports. As outlined in New Jersey Statute 18A:38=25.1, if 10% or more of the 

students enrolled in a public school are chronically absent, the school shall develop and present a 

Corrective Action Plan (CAP) to their local Board of Education. In this special topic field, all schools will 

have an opportunity to outline evidence-based practices, actions, and activities that have been 

implemented and/or are being successfully implemented to improve and to maintain regular school 

attendance for the 2023-2024 school year. 

 

It is recommended that schools with 2022-2023 chronic absenteeism rates of 10% or higher complete this 
special topic field using their CAP as a reference. If schools had chronic absenteeism rates below 10%, 
LEAs may want to share strategies believed to positively impact regular student attendance.  

mailto:njsmart@pcgus.com
https://www.njsmart.org/njr/default.aspx

