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General FAQs

What is Roster Verification?
Roster Verification allows teachers an opportunity to verify important data used in educator effectiveness and 
educator evaluation systems. Specifically, teachers will review, edit, and confirm the accuracy of their class roster(s) 
and indicate when the student was enrolled in the class and the percentage of assigned instruction provided to 
each student. Principals then approve the teacher-verified rosters. 

Why is Roster Verification important in West Virginia?
From a national perspective, the field of  education has shifted toward holding classroom teachers more 
accountable for their contributions to the academic growth of the students they instruct. This shift is clearly 
identifiable in most states immediately surrounding West Virginia. For example, states such as Kentucky and 
Maryland weight student growth at fifty (50) percent of an individual educator’s annual evaluation. Beginning 
in 2015–2016, West Virginia will place an increased emphasis on Student Growth within the state’s Educator 
Evaluation System. Mathematics (4–11) teachers and Reading/ELA (4–,11) teachers in West Virginia will have 
fifteen (15) percent of their annual evaluation tied to the growth of the students they instruct, calculated from the 
results of the state summative assessment. 

Teacher-driven Roster Verification gives credit where credit is due—to the teachers who are responsible for 
instructing their students for all or part of the year. Roster Verification is an opportunity for teachers to make any 
corrections to their rosters and to provide additional information that is not routinely collected. This ensures proper 
instructional attribution and provides the groundwork for better effectiveness and evaluation measures.

How, and to whom, is Roster Verification data reported?
Roster Verification data and results are not reported publically. School administrators and classroom teachers 
complete the Roster Verification process locally. Select state and district administrators have the capacity to monitor 
the Roster  Verification process and access results via the BFK•Link® solution online system. 

Who is involved in Roster Verification?
Educators participating in Roster Verification beginning with the 2014–2015 school year are:. 
• PreK– 3rd grade educators
• Mathematics educators (Grades 4–11)
• Reading / English Language Arts educators (Grades 4–11)
• CTE educators
• Institutional Education educators

Who also meet any of the following criteria:
• Appear on a school’s Master Schedule
• Are assigned to and/or are responsible for students
• Provide instruction to students*
• Assign grades to students
• Receive an annual evaluation as a classroom teacher

*Per WVDE Policy 2510 & WVDE Policy 5202, Classroom Assistant Teachers and Paraprofessionals do not participate in the Roster Verification process. 
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This includes:
• General education teachers within identified content areas / programmatic levels
• CTE and OIEP educators

 » Reading/ELA (4–11) and Mathematics (4–11) educators teaching within CTE or OIEP locations must 
complete roster verification as well. 

• Co-teachers within identified content areas / programmatic levels (i.e., multiple teachers sharing instructional 
responsibility)

• Special Education teachers, Title I teachers, Interventionists, and Transition or Remedial Specialists
 » If the educator plans instruction, or provides instruction, or assigns a grade within an identified content 

area / programmatic level, and will receive an annual evaluation as a classroom teacher, he or she 
should participate in Roster Verification.

• Librarians and/or Counselors 
 » If a librarian or counselor plans and provides instruction and assigns a grade for an identified content 

area / programmatic level (e.g. teaches a Reading class), he or she must be evaluated as a classroom 
teacher and should participate in Roster Verification.

• Long-term substitutes
 » If a long-term substitute plans and provides instruction and assigns a grade for an identified content 

area/programmatic level, and will receive an annual evaluation as a classroom teacher, he or she 
should participate in Roster Verification.

This does not include:
• Classroom Assistant Teachers or Paraprofessionals

 » They will not participate per state educational policy restrictions.
• Student Teachers

 » Per Policy 5310, the classroom teacher remains Teacher of Record in cases where a student teacher is 
present. 

• Short-Term Substitute Teachers
 » They will not participate because they do not receive an annual evaluation, and they do not plan 

instruction or assign grades.

Why aren’t Science and Social Studies educators conducting Roster Verification and being held 
accountable for their student’s growth on the state summative assessment exam beginning in 
2015–2016?

Actually, all educators are accountable for student growth on the state’s summative assessment. Within the WV 
Educator Evaluation System, every educator is held accountable for their school’s School-wide Growth score; an 
aggregate score reflecting the growth of all students in your school building within the areas of Mathematics and 
Reading/ELA. Every educator in a school receives the same School-wide Growth score as a part of their annual 
evaluation.

A lack of summative assessment data within the content areas of Science and Social Studies prevent these 
content areas from being included in the Student Growth component of an educator’s evaluation. Per the state’s 
ESEA Flexibility Waiver, two (2) consecutive years of summative assessment data must be available prior to any 
assessment data being used for educator evaluation purposes. The West Virginia Department of Education 
considers the performance of all students, in all grades and subjects, very important. However, WVDE does not 
have the two (2) years of needed student data in the areas of Science and Social Studies to reliably and equitably 
use for educator evaluation purposes. For this reason, Science and Social Studies educators will not conduct Roster 
Verification at this time.
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When does the Roster Verification process occur? 
Roster Verification for teachers begins on April 13th and closes on May 8th. The principal review and approval 
period ends on May 23rd. You will receive reminder emails throughout the process. Educators participating in the 
verification process complete the process once each school year.

Who is on the School Support Team?
Principals are encouraged to identify 1–2 staff members to serve as the School Support Team to assist them with 
Roster Verification. School Support Teams will help principals monitor staff progress in completing the verification 
process and review rosters prior to final principal approval. Your Support Team is identified on the main page of the 
BFK•Link® solution.

What are teachers’ responsibilities in completing Roster Verification?
Roster Verification allows teachers an opportunity to verify important information to be used within their annual 
evaluation. Specifically, teachers will review, edit, and confirm the accuracy of their class roster(s), and indicate 
when the student was enrolled in the class and the percentage of assigned instruction provided to each student. 
Principals then approve the teacher-verified rosters. Because teachers and principals know best the schedules and 
amount of time spent with each student, their active participation will ensure the best possible data.  

How long does it take for teachers to complete Roster Verification?
Through Roster Verification, teachers confirm which students they taught during the school year, specify when the 
students were in the classroom, and then detail the percentage of assigned instruction provided to each student. 
Teachers can plan to spend approximately ten (10) minutes to confirm each roster. Roster Verification does not 
have to be completed in one session; teachers with multiple rosters can verify each of their rosters over the span of 
several days, if desired. Teachers should have all their rosters verified and submitted by May 8th.  

What happens during the Review and Approval period?
Once teachers complete Roster Verification, principals will review class rosters for accuracy, ensuring all necessary 
subjects, grade levels, teachers, and students are appropriately linked, and facilitating correction when needed. 
Principals will then approve and submit the final data.

Will principals be notified if a teacher deletes a student from a class roster?
Yes. During the review and approval period, the system will display the names of students a teacher has deleted 
from any given roster. Any student deleted from a course roster by the classroom teacher may be restored to a 
course roster by the school principal only after purposeful consultation with the classroom teacher has occurred.

What happens if I don’t complete Roster Verification?
If a teacher does not complete Roster Verification by May 8th, the district/state will use their unverified rosters. 
The unverified rosters may not accurately capture the specific level of instruction that teachers provided to their 
students during the school year. It is in the educator’s best interests to complete the Roster Verification process in an 
accurate and timely manner. 

Can I update my roster once I have submitted it?
Teachers can update class rosters, even after submitting them, until May 8th. After that date, teachers must contact 
their School Support Team to request any changes be made. 
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During the Roster Verification process, whom do I contact if I need help? 
Prior to the beginning of Roster Verification, educators may visit the WVDE webpage to access resources and 
assistance. Once Roster Verification begins, online support is available for teachers by accessing resource materials 
(i.e., downloadable guides) in the “Resources” section of the BFK•Link® solution, which is located in the bottom 
right-hand corner of the main screen. Teachers can also contact their School Support Team with questions. The 
School Support Team is identified on the main page of the BFK•Link® solution. Support teams can contact their 
district central office or RESA with specific procedural questions. For technical online system questions, please 
contact the Battelle for Kids Support Team by emailing support@BattelleforKids.org or calling 1-866-543-7555.

Roster Verification Process FAQs 

I am a school principal completing the School Set-up phase of Roster Verification. I have several 
courses/student rosters taught in a collaborative classroom with a general educator and a Title 
I educator. When assigning course rosters, do I assign the Title I teacher the entire class roster, 
or should I assign the Title I teacher to only the smaller group of students on the roster to whom 
they are specifically assigned? 

This scenario will occur often, and not just with Title I teachers; special education teachers, interventionists, and 
others will often be in the same scenario. Each educator in the classroom should be assigned a roster of students 
to verify. In this scenario, it may be best to assign the Title I teacher to the same student roster as the general 
educator. This will allow the educators in the classroom to determine whether or not they truly share some level of 
instructional responsibility for all the students on a daily basis, or if the Title I educator only has daily instructional 
impact upon the students assigned to him/her. 

As a teacher, what are my options when choosing a Percentage of Instruction for the students I 
teach? May I insert any percentage I wish?

Educators will not be able to insert any percentage, but will be given a list of percentage options from which to 
choose. Educators will choose from a list of percentages starting at zero, and increasing in increments of ten 
up to a hundred (100) percent . Percentages are available in increments of ten in order to simplify the process 
for educators. Educators should choose the percentage option which most accurately reflects the proportion of 
instruction the individual educator provides to students within a content area (Reading/ELA or Mathematics). 

A student was in my class for only part of a term/year. Do I claim this student as being
in my class? Should I reduce the percentage of instruction I provided because of this?

You are considered to have taught a student if she or he was enrolled in your class during the school year. For a 
student who was only enrolled for part of the term/year, you should note the timeframe (months) the student was a 
member of your class (for a majority of the month) in the membership step. You should only reduce the percentage 
of instruction if you shared instructional responsibility for the content area being verified with another teacher or 
teachers. If you taught the content area with a co-teacher or a special education/specialist teacher, a reduced 
percentage of instruction may then be appropriate. 

A particular student appears on my course roster. However, I have not seen this student in my 
classroom at all during the school year, nor have I provided instruction to this student. Do I still 
have to claim this student during Roster Verification?

No. In a scenario such as this one, the teacher is justified in removing/deleting the student from their course roster 
on the BFK•Link® solution during the Roster Verification process. The teacher may wish to inform the school 
principal of the reason the student was removed from the roster in order to avoid confusion or a misunderstanding 
later in the Roster Verification process. 
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How do I account for a student’s long-term absence due to illness, suspension, or expulsion? 
Long-term Student Absence due to Illness: As long as the student is enrolled in your class and is on your roster, you 
should account for that student in Roster Verification. Daily attendance is not to be taken into consideration during 
Roster Verification. Further guidance regarding student absences can be found in the Guidelines & Special Cases 
document. 

Student Expulsions: Student expulsions should be accounted for in the membership step. For any month a student 
was not a member of the class for the majority of the month due to expulsion, the teacher should document this in 
the membership step. The teacher should claim the percentage of instruction for which he or she was responsible 
for instructing the student during the months which the student was a member of the class. 

Student Suspensions: Suspended students remain enrolled and are still the responsibility of the classroom teacher. 
Therefore, these students should be fully accounted for in Roster Verification. The fact that a student was suspended 
during the school year should not be reflected in Roster Verification at all, meaning the teacher should not adjust 
the membership information (step/column 2) or the percentage of instruction (step/column 3).  
 

How do I assign percentages to my students when I have been on leave for a period of time? 
Teachers should claim instructional responsibility for his/her course(s) every month he/she was instructing in the 
classroom for the majority of the month. For any month the teacher is on leave for the majority of the month, the 
teacher should not claim instructional responsibility for that timeframe. 

I co-teach my reading/math class with another teacher. We are both in the class with the 
students the entire time, and we are equally responsible for teaching, but each provides half of 
the instruction. What percentage should I assign for my students?

When determining percentage of instruction in a co-teaching situation, it is important that the percentages 
determined are an accurate reflection of the teaching which takes place in the classroom. Both teachers involved 
in this scenario have the opportunity to verify this roster. You and your co-teacher may each mark a hundred (100) 
percent because both teachers are equally responsible for the students’ instruction. Or each teacher could claim 
fifty (50) percent because each teacher provides half of the daily instruction. Either option is appropriate in this 
scenario because the proportion of instruction claimed remains the same for each teacher.   

A few of my students receive regular pull-out or push-in instruction from another
teacher. What percentage should I assign for these students?

If a student receives regular pull-out or push-in instruction from another teacher during your class’s regular 
instructional time, you will likely mark less than a hundred (100) percent instructional responsibility for the student. 
Ultimately, this percentage is determined through purposeful conversation between the teachers involved (and 
the school principal, as needed). The goal is to accurately reflect the proportion of instruction provided by each 
educator. If, for example, a student is pulled out for half of the time that student is scheduled to be in your class, 
you and the other teacher may each agree to claim fifty (50) percent of the instruction for the student for that 
timeframe and subject. 
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I am an elementary school teacher. My students receive reading instruction when they are with 
me, but many students also receive separate reading instruction from a Title I educator later in 
the school day. Should I claim 100% instructional responsibility for my students in Reading/ELA?

In this scenario, the elementary teacher and Title I teacher should have a conversation prior to completing Roster 
Verification in order to establish an understanding of how each will claim common students. If the Title I teacher 
provides the vast majority of Reading instruction to the students, perhaps the Title I teacher claims twenty (20) 
percent of instruction, while the elementary teacher claims a reduced eighty (80) percent instruction. In this 
instance, the reduced percentage of instruction claimed by the elementary teacher indicates that he/she may not 
provide all of the reading instruction, but he/she is still instructionally accountable for the remainder of the ELA 
content. 

It is also possible that the elementary teacher claims a hundred (100) percent instructional responsibility, indicating 
that the elementary teacher is fully responsible for the Reading/ELA instruction of the students in his/her classroom. 
The Title I teacher may then claim a proportionally appropriate percentage of instruction to reflect his/her time with 
the students. This percentage may be another hundred (100) percent, or a reduced percentage of instruction to 
perhaps indicate that the students average less time per week with the Title I teacher than the elementary teacher. 
The goal is to accurately reflect the proportion of instruction provided by each educator. 

I am a teacher who provides separate SPL support to students through Intensive Groups for 
thirty (30) minutes each day. A 5th grade classroom teacher instructs the students for the 
entirety of their regular Reading/ELA and Mathematics courses. Should I claim a percentage of 
instruction for my students? If so, how much should I claim?

If you are providing instruction within the content areas of Reading/ELA or Mathematics, you should be claiming 
a percentage of instructional responsibility for your students. In this scenario, the regular classroom teacher may 
claim a hundred (100) percent instructional responsibility for the students, and the SPL instructor may claim only 
fifty (50) percent. The reduced percentage of instruction should be in proper proportion to the amount of instruction 
provided by the teachers.  

For special education teachers who take part in the Roster Verification process, will the Percent 
of Instruction assigned through the Battelle for Kids Roster Verification System need to match the 
Instructional Time listed on a student’s Individualized Education Plan (IEP)? 

No. They are two entirely separate processes for separate purposes. The data gathered through the Roster 
Verification process has no connection/relationship to the data collected for the purposes of student IEPs.

I am a special education teacher who teaches in a collaborative classroom with a teacher of 
record. Only a small portion of the students in the classroom are assigned to me. However, 
I contribute to the daily instruction of every student in the class. Do I only claim instructional 
responsibility for the students to which I am assigned?

The goal is to accurately reflect the proportion of instruction contributed by each teacher in the classroom. In this 
scenario, you and the teacher of record may determine a shared percentage of instruction for the entire class as 
the most accurate reflection of daily instruction received by the students. Depending upon the specific dynamics of 
the instruction taking place, the percentage of instruction you claim for students assigned to you may vary from the 
percentage of instruction you claim for the remainder of the students in the classroom.   
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I am a special education teacher in a PreK–3 school who teaches in a self-contained classroom. 
While in my classroom, students only receive Math and Reading/ELA instruction. Science and 
Social Studies instruction is provided by a regular education teacher in a separate classroom. 
How should instructional attribution be assigned?

This is a unique scenario because of the PreK–3 school setting. All educators teaching in a school which does 
not contain a tested grade (4th Grade) must complete Roster Verification regardless of content area taught. The 
purpose of all educators conducting Roster Verification is to provide data needed to accurately calculate the PreK–3 
educator’s School-wide Growth score on their annual Summative Evaluation. For more information regarding 
PreK–3 educators, please review the Guidelines & Special Cases document.  

If two educators in a Middle School (Grades 6–8) setting were in the exact same scenario, then the special 
education teacher would claim a hundred (100) percent instructional responsibility for the students in the Math and 
Read/ELA courses. The general education teacher would claim zero (0) percent instruction for those courses.      
  

Many of my students receive tutoring or some other type of additional instruction after 
school hours. Should I take that into consideration?

No. Roster Verification only considers the instruction a student receives during regular school hours. 

Should I consider instructional assistance by paraprofessionals in my percentage 
determinations?

No. Academic assistance from paraprofessionals, social workers, or other non-teachers should not be factored into 
your percentage determinations.

Technical FAQs

I don’t know my email address. What should I do?
Please contact your district central office or RESA office.

I don’t know or I forgot my log-in password.  What should I do?
Click on “Forgot Password” on the “Account Login” page and enter your district email address.  An email with a 
password reset link will be sent to your district email account. Click on the link and follow the prompts to create a 
new password. You will then be redirected to the “Account Login” page to login.

What if I am not able to login to the BFK•Link® solution. What should I do?
Please contact the Battelle for Kids Support Team with technical questions by emailing support@BattelleforKids.org 
or calling 1-866-543-7555.

I am trying to add a student who is in my class or was earlier in the year, but I do not see her/
him in the drop down. What should I do?

Educators should first contact their school principal or a School Support Team member to see if the student can be 
added at the local level. If the student cannot be added locally, please contact the Battelle for Kids Support Team 
by emailing support@BattelleforKids.org or calling 1-866-543-7555 to have students added.
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When & how often will the Battelle for Kids Roster Verification System be supplied with roster 
data from West Virginia’s Education Information System (WVEIS) database in order to ensure 
educators begin the verification process with the most accurate data? What about schools on 
Block Scheduling or Trimester Scheduling?

The West Virginia Department of Education will pre-populate the Battelle for Kids Roster Verification system with 
roster data from WVEIS once, occurring in late January each year. In March, WVDE will supply school districts with 
supplemental student enrollment reports reflecting any student enrollment changes occurring between January and 
the start of the Roster Verification process in March.

Classroom teachers will have access to all courses they are assigned to teach for that school year, regardless of the 
scheduling model used at the district or school level.

If WVDE pulls roster/schedule information from WVEIS for my school in January, will students 
who leave the school (unenrolled) prior to January appear within the Battelle for Kids system to 
be verified in March?

Provided that the school has not removed the student from their master schedule after the student leaves, that 
student should appear within the Battelle for Kids Roster Verification system to be claimed for the time spent at the 
school.

Many elementary teachers participating in roster verification have their courses listed in West 
Virginia’s Education Information System (WVEIS) as “Self-Contained”, and not by individual 
content area. How will these teachers properly complete Roster Verification for the content areas 
of Mathematics and Reading / English Language Arts?  

As part of the preparation process for the state-wide use of the Roster Verification system, the West Virginia 
Department of Education will take steps to account for the courses listed as “Self-Contained” on a school’s Master 
Schedule. WVDE will pull course information from West Virginia’s Education Information System for eventual use 
in Roster Verification. Any time a listed course code indicates a “Self-Contained” course, WVDE will automatically 
create a Reading/ELA course and a Mathematics course to be used in roster verification.

Title I teachers do not have students assigned to them in WVEIS because the students they 
support change based upon need. Since the BFK•Link® solution is pre-populated with WVEIS 
data prior to educators using it, Title I teachers will not have any students pre-populated to their 
rosters. How will Title I teachers complete Roster Verification if zero students will be available to 
them through the online system?

In all situations where classroom educators should participate in Roster Verification but are not assigned students 
within WVEIS, it will be incumbent upon the school principal / school support team to create and assign an 
appropriate roster(s) of students to the educators within the BFK•Link® solution during Phase 1 of the Roster 
Verification process. 

In most cases, a principal who needs to create a student roster or rosters for an educator who is not assigned 
students in WVEIS will not have to create whole rosters from scratch. Often the roster(s) of a general education 
teacher will contain many/most of the students who need to be added to a Title 1 teacher’s roster. The “Copy 
Roster” function within the BFK•Link® solution system allows for school principals to quickly and easily copy whole 
student rosters from one educator to another. After the roster has been copied to the Title 1 educator, the roster can 
be further modified by adding or deleting individual students (as needed). 
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