August 12, 2005

Youth Tobacco Survey Policy Memorandum 2005-02

School Enrollment File Specifications

This memorandum specifies the information which States should provide to OSH about school
enrollment counts and the format in which it should be provided. School enrollment counts are
used as the sampling frame for YTS middle school and high school samples. Enroliment files
sent to OSH that do not meet these specifications will be returned to the State for correction and
resubmission.

I. Enrollment File Requirements for Sampling:

A properly prepared enrollment file is one for which a State has thoroughly completed all needed
editing and that is fully accurate and ready for immediate use by OSH. The enroliment file
requirements for sampling are

1. The enrollment file should be in Excel spreadsheet file format.

2. Middle school (MS) and high school (HS) enrollment data should be separated into two
different Excel files.
a. YTS MSs are defined as schools that teach any or all of grades 6-8.
b. YTS HSs are defined as schools that teach any or all of grades 9-12.
c. Point# 7 below addresses how schools that fit the definition of both a YTS MS and a
YTS HS are to be handled.

3. Files should include eligible school types only.

For example, a State may choose to limit school eligibility to regular public schools only but
the enrollment files received from DOE contain all public school types. In addition to
regular public schools, these may include (but are not limited to) charter schools, juvenile
detention centers, self-contained special education schools, or schools for the deaf, all of
which would be ineligible. Before forwarding these files to OSH, States should thoroughly
clean and remove all ineligible schools so that only eligible schools remain.

Also, it should be noted that states sometimes choose to remove their smallest schools from
their enrollment file. Generally the size of schools removed is in the range of twenty or fewer
eligible students although a state may choose to eliminate schools with larger enrollments.
While it is the responsibility of states to clean out and format their enroliment files; states are
still encouraged to discuss their sampling strategy with OSH in order to ensure that the
sampling parameters are efficient and reliable.

OSH will facilitate the planning process related to establishing a viable sampling strategy.
This planning process will likely include teleconference calls, email traffic and the Sampling
Parameter Worksheet which states will use to document their sampling intentions.
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4. Each school record should include the total number of students enrolled and a breakdown of
enrollment by grade. Please make sure that your enrollment numbers are listed as whole
numbers without decimals, fractions or alpha-numeric designators.

5. Each school record should contain enrollment data for in-scope grades only. States are
encouraged to delete data on out-of-scope grades. Alternatively, total enroliment may be
recalculated or a new column may be added containing enrollment data for in-scope grades
only.

For example, a MS that teaches grades K-8 teaches both in-scope grades (6-8) and out-of-
scope grades (K-5). The school’s total enroliment could be recalculated, or a new column
added, to reflect grades 6-8 only rather than K-8.

6. Eligible schools that meet both MS and HS definition (such as a Junior HS that teaches
grades 7-9) should be included in both the MS and HS enroliment file. However, in each file
the school’s total enrollment count should reflect in-scope grades only.

For example, a Junior HS that teaches grades 7-9 should be listed in both the MS and the HS
enrollment file. However, the school’s total enrollment count in the MS file should be
limited to grades 7 and 8, and to grade 9 in the HS file.

7. If a sub-state analysis is desired then a non-numeric stratum identifier should be attached to
each school record if a stratified sample design will be used to select the samples.

The enrollment files provided to the State Health Department by DOE may include additional
information (such as school district, State Educational Agency, Local Educational Agency,
principal name, contact information) beyond that discussed above. States are encouraged to
delete this information from the files. Even more important, however, is ensuring that the
minimum information OSH needs for sample selection is included and follows the appropriate
general format.
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APPENDIX A: SAMPLE YTS SCHOOL ENROLLMENT FILES

This sample enrollment file shows the information that OSH needs in order to draw a sample for the YTS. The file must
formatted into MS-Excel and the data layout below illustrates the minimum information needed in order for OSH to draw
your sample. Separate files should be submitted for your MS and HS frames. School enrollment counts are used as the
sampling frame for YTS middle school and high school samples. Please make sure that your enrollment numbers are
listed as whole numbers without decimals, fractions or alpha-numeric designators. Enrollment files sent to OSH that do
not meet these minimum specifications will be returned to the State for correction and resubmission..

Please note that student demographic information is not needed in order to draw a YTS sample. However, participating
states will need to acquire this information in order for OSH to weight the final YTS datasets. Student demographic
information should be formatted into the Post-Stratification documents (g.v.) and not included in the sample enrollment
file(s). Note that weighting, and thus data analysis, cannot begin until Post-Stratification information is received.

NOTES: (1) Enroliment files do not have to follow this exact format as long as they still clearly provide the same
information displayed below. Also please note that you do not have to provide a grade by grade listing of student
enrollment figures as long as your total enrollment figures only include your eligible student population (i.e. you should
not include K-8th graders in your HS enroliment population or K-5 / 9-12th graders in your MS population). (2) States
must ensure that the enrollment files also meet all other criteria described in Section I, Enrollment File Requirements for
Sampling, of YTS Policy Memorandum 2005-02 such that all editing has been accomplished and the files are ready for
immediate use by OSH. (3) In the event your sample design includes sub-state sampling, it will be necessary to include
some type of regional identifiers in your enrollment file
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EXAMPLE: This example provides the suggested enrollment information needed to select your sample. As noted
above, enrollment counts broken out by grade are not necessary as long as the total enrollment counts provided

only include the eligible student population.

SAMPLE: YTS MIDDLE SCHOOL ENROLLMENT FILE

School Name Address Enrollment

Total 6 | Total 7 | Total 8 | School Total
Rolling Tide Middle 5757 Bear Bryant Ave. 265 305 350 920
Joe W. Namath Jr. High 3232 Gene Stallings Cir. 370 405 775
Shula Elementary 1212 Shula Way 225 225

Mixed Grade Ranges: The YTS defines a MS as being grades 6-8 and a HS as grades 9-12. Schools that contain
grades that encompass those ranges (i.e. a Jr-High School that teaches grades 7-9) should appear on BOTH the
MS & HS frames. Elementary schools that contain 6th graders (perhaps the school teaches grades K-6) are
eligible to be included with the MS frame.

SAMPLE: YTS MIXED GRADE RANGES FOR HS FRAME

School Name Address Enrollment
_ Total 7 | Total 8 | Total9 | School Total
Lincoln Jr-High 1234 Gettysburg St 100 200 100 920

SAMPLE: YTS MIXED GRADE RANGES FOR MS FRAME

School Name Address Enrollment
Total4 | Total 5 | Total6 | School Total
H. Ward Elementary 8686 Steel Ave 50 50 25 25
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