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Count Day Overview

>

>

Count Dayiswhen allpublic schoolsin Mic higan tally the numberof
students attending theirsc hools.

Count nformationiscmnticalto distictsbecause each student
translate sinto state funding.

IFA and ISD state aid isbased on the numberofstudents legally
enmlled onorbefore countday.

Pupils mustbe in attendance and receive instruction in all classes on
the countday. fa studentisnotin attendance, they maybe
counted if they re tum within:

» 30calendardaysforexcused absence following countday
» 10 schooldaysforunexcused absence following countday

» 45 daysforsuspended studentsfollowing countday

» Note: Iocaldistrc ts distinguish between excused and unexcused



Count Day Overview

» Kschooliscanceled oncountday due to conditions not within the
controlofschoolauthonties, with the approvalofthe State
Superntendent, a schoolmust use the next day the sc hoolis in sefsion.

» Fallcountsoccuron the fist Wednesday in Octoberand re preSent 90%
of state funding. Spring countsoccuron the second Wednesday in
February and represent 10% of state funding.

» 2014-15 Count Schedule (also posted on my web page)

» Fall: Count Day Octoberl, 2014. MSDSupload due November5, 2014 and
certification isdue November12, 2014. Audit Packets due to my office by
November19, 2014.

» Spring: Count Day February 11, 2015. MSDSupload due March 18, 2015 and
certification isdue March 25, 2015. Audit Packets due to my office by Apnl 1,
2015.

» “Count Period” asitrelatesto attendance isdefined asthe weekprorto
countday, the weekofcountday, and the fourweeksaftercountday. Six
weekstotal




What is the
Process’?

Whatls YourRole?

> Meet with yo ur distric t Pupil
Accounting (PA)
coordinator, Tech Director,
Principal, and otherrelevant
staffto determine who
should have rightsto handle
student information in each
database.

> Detemqmine who is
responsible forcompleting
audit forms.

> Regardlessofyourmle, itis
mportant to c ommunic a te
fre q ue ntly with o the rs.

“Pupi Ac counting

Know YourPupils

> Kkiscrucialto understand the
three populations(pops) of
studentsin PA, aswellas the
numerous subgroups. You are
the front line and you know
yourstudentsbest, which
makesyou the ultimate person
forreporting accurate data.

> Population I Conventional
studentspresenton countday.

> Pop I Conventional pupils
absenton allorpartofcount
day.

> Pop IIt Non-Conventional
pupils.

Feed Skyw die

>

Develop a system for
keeping Skywamd ¢ umne nt.

Exit stud e nts

Id e ntify a ltemative se ttmgs
Update IEP§

Homele ss

Free/Reduced

Migrant

Part-time home schoolo®F
non-public pupils
SchoolsofChoice ornon-
re sident

Update often (weekly) or
communic ate necessary
changesto your Skyward
person during count period.




What is the
Process’?

Communic ation

> Kyouare notthe person
who completesa submission
from start to finish, then
communic ation is
mportant. Und e rstand
where each person isin their
step ofthe process. For
example,ifdata has
alrrady been extracted
from Skyward and a
change needsto be made,
don’t assume thatifyou
make the change in
Skyward it also camied over
to MSDS.

“Pupi Ac counting

Read YourReports

> Kyouare responsble for
creating a submission, but
are notthe person who
entersdata into Skyward,
you must send the extract
reports to staff who
understand theirstudent
populations. They willbe
able to verify if someone is
missing fom a report. Tech
Dire c tors might not know
every Seat Time Waiver
student, but someone in the
frontoffice mostlikely does.

Ma ke C o ndetions

> Compare and Comect. For
example, lookatthe extract
report “SpecialEd
Component’and compare
it to Ed Plan (EasylEP).

> Ipokateachcomponent
that printsin the extract
report. Do yourenr Ilment
numbersmatch?

> Kcomectionsare needed,
no tify the person who
completesthe extract and
tellthem when you’re done,
then ask foranotherextract.




Whatisthe “Pupi Ac counting
Process”?

The Pupil Accounting & Technology Connection ., ... == Jechandlor

State Report changes

Do you
enter
student
data into vectsinidi PAstaft
Skyward? ™

SKYWARD
Weeks 1 through 6*

Time to \ o /

verifies
contents of

communicate
on a weekly report

basis!
Techputy Y

reports from h
MSDS Data e,
Staging Area M5D5

/..
/

Are you a Tech MSDS
Director? — Weeks 7 and 8*

f

| Tech sends PA statl
reports to PA communicates
changes

staff

. . Pa stalf verifies /
Example. Length of time spent in each \ il

system is at the local district's discretion reports




What is the
Process’?

Whic h Tec h?

> Skyward =base camp. This
iswhere alldata orginates.
Fit's wrong at the state
level, 'sprobably wrong
somewhere in Skywamd.

> Macomb =enorchecker.
Created by Macomb ISD
and made available to
districtsto emorcheckdata
priorto uploading to MSDS.
CEPIpre fe rs this.

> MSDS=finalstep. Data
should be cleanand ready
to be certified. Verfication
reportsavailable.

Upload & Review

You've gone through your
extractreports, youremnor
checkerreports, and now
you’ve uploaded your
collection to MSDS. Now it's
time to...

Verify more reports. Priorto
certification, there are Data
Staging Area reportsthat
allbw you to see yourdata
just like CEPIwill se e it. PRINT
THESE REPORTS. This is yo ur
lastchance to make
comectionsbefore

c ertific ation.

“Pupi Ac counting

Form s & C ofifilty

Priorto certification,
complete the forms foryour
Audit Packet, Here agamn
you will Compare and
Comect. Use the De sk Audit
ChecKlist to de termme
whic h forms you need.
Some are mandatory:

Do yourformsmatch what
hasbeenreported in MSDS?
Fnot, make the comection
where it'sneeded. Do not
c etify until e ve rything
matches. Coordinate with
Tech Directorasneeded.




Whatis the “Pupi Ac countng
PI’OC ess”? Yourthree bestresources...

Pupil Ac c o unting MSDS Co lle c tio ns MOISD Pupil
Manual Manual Ac counting VEDRRaSE
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Audit Forms
& Review

The MOISD Pupil Ac counting web
page > Pupil Ac counting Forms is the
only place to getcument forms.
Please do notuse formssaved on
yourcomputer. Forms from the web
page are in compliance with the
mostrecentlegislative changes.

Be ginning thisyear, old forms
submitted in Audit Packetswillbe
retumed forcompletion on c urre nt
forms.

Intermediate School Di




Audit Forms & Review

» Desk Audit Che c Kklist
» Dated 09/14 from web page

» Updated formsinclude:

2014-15 Calendar, Hours and 75% Attendance
Cooperative Education (Career Center) List o f Pupils
Eady/Middle College

Non-Public Part-Time & Home- Sc hoollist o f Pupils
Part-Time List o f Pupils

Seat Time Waiver Forms

Se c tion 25e¢ FIE Adjustment Re q ue sts

Virtual, Distance Ieaming, hdependent Study

» Desk Audit Pomcedures
» Risk Asse ssment

VVVVVYVYYVYY

» Held Audit




Audit Forms & Review

» Whatisgoing well?

= Ihcluding a Desk Audit Checklist with each packet
= Communic ation
Responsesto audit reports

» Whatneedsimprovement?

= Exiting studentsin the comectcollection (also overreporting)
= Sending MSDScertified and signed Alpha repoits

= Coding Seat'Time Waiverstudents in Skyward/ MSDS

= Waiting to c e rtify




Example of Over-Re porting

Student History

- U e
:of G cohortStatus
v -

04/28/2014

General
Collection

[Eov 2014 u— : . ! " lon1000 [o8719/2013 [ Expected to| 100 06/30/2014
General contnue in
Collection |the same
school
district

001020 Enrolied in | 09/06/2013

001000 |08/18/2013 = .00{02/12/2014
continue in
|the same
| school
| district

02/12/2014

001000 08/19/2013 | Expected ta |1.00- 10/02/2013
| | continue in |
the same
school

| district

09/03/2013




What's New? Part 1

>
>
>
>

vV v

Days & Hours: Must provide 175 daysin 2014-15 and 1,098 hisl No PD.
Days & Hours: Must provide 180 daysin 2016-17 and 1,098 hrs. No PD.
Days & Hours: Rescheduled daysonly meet 60% attendance.

Developmental Kindergarten isa two-yearprogram b e fore first
grade and iscoded assuch. DKis NOTthe same as re te ntion.

Include teachers’ fulllegalnamesin Audit Pac ke ts.

Auditorrequestforadditionaldocumentation must be sent within 5
days. Cannotgive to MDEifnot given to auditor.

Section 25e changesaddressed laterin this workshop.
More to come afterSeptember30.

Group share MPAAA informa tion.




Early/ Middle College

What is it?

Eady Middle College (EMC) allows
a pupilto eam a high school
diploma while also eaming up to
60 transferable college credits
toward a fouryeardegree

(Mic higan highereducation
mstitution).

Through comectcoding m MSDS,
the pupilisidentified as EMC and
theircohortisadvanced by one
year, which be c omes theirfifth
yearof study. During this time, the
pupilattendsatleast one high
schoolclassand completes
college coursestoward college
credits, an associatesdegree, or
anotheradvanced certificate.

Whatitis NOT..

EMC isnotthe same asDual
Enrollme nt.

Dually enrolled pupils are
limited in the numberof
coursestheycan take.
EMC pupils are not limite d
during theirfifth year.

EMC isnotthe same asa “fifth
yearsenior.”

A fifth yearsenioris an
altemative ed pupi who
enmwls fora fifth yearto
sa tisfy high school
graduation re quire me nts
only.

Impact...

There are GAD implic ations: If a
studentcompletesonly a high
schooldiploma m the five
years, they wilbé conside red
“Off-Track Graduated.”

There are reporting

implic ations: fa stud e ntis
reported as EMC in one
collection, but not the next,
theircohort yearwildecrease
by one. Coding studentsin
Skyward and MSDSiscrucial




Early/ Middle College

A pupilenmled and attending an Earddy/ Middle College high schoolmaybe
considered to be a full-time equated pupilifone ofthe following are met:

Full Time

Combined numberofclasses
atthe HSand post-secondary
mstitution equals numberof
classesperday atthe HS
needed to reach the minimum
hours fora full-time pupil
Actualhours ofinstruc tion do
notneed to be counted.

Example: 2 HSclasses + 8
college credits = 1.0 FIE

Reduced

Combined numberofclasses
that the pupilisenrlled in and
attending atthe HSand at the
po st-se c ond ary institution
equalsthe numberof
scheduled classesperday at
the HSnecessary to meet the
minimum instruc tional time
requirementsofa reduced
schedule. Actualhoursof
instruc tion do notneed to be
counted.

Example: If full time is 6 c lass
periods... then 2 classperods +
6 college credits = full-time
studenton a reduced

schedule. (5 outof6 classes)

Re duc ed vwitliEnvel

The sum ofthe agtual
instruc tionalho ursa pupilis
enmlled in and attending at
the HSand at the post-

se c ond ary institution plus the
actualtraveltime meet the
mininum numberof hours
required to meeta reduced
sc hedule.

Note: actualhours of mstruc tion
must be counted in this
scenaro.




Early/ Middle College

How to convertcollege course credit hoursinto high schoolclass
equivalency (based on a 6-period day):

College Course Credit Hours High School Class
Equivalency

1

1.5

2
2.5
3
3.5
4
4.5
5
5.5
6




Early/ Middle College

Coding and reporting...

skoprard molsd org.

“No” isthe default — must
edit this.

3
|1 ASIInformation Update - Entity 400 - WS\STA\TBA\NC\NC - 11381 - 05.14.06.00.08 - Google Chrome l =) | =l ﬂ

B https://skyward.moisd.org/scripts/wsisa.dll/WService=ws sMOISD/sstudnclbeditO01.w?isk

AS| Information Update
Student Name: KAZ MILLERSCR

AS| Information Update
SSN: | Grad Standard Year: [
Student ID Nbr: 0] Year of Entn
UIC: | 2426680242 Multiple Birth Order: |
Gifted and Talented: No Homebound Service:

Title 1: [N | Total Homebound Hours:

Post Secondary Opt: | Migrant:
Alternative ED: | | Seat-Time Waiver Participant:
Aduit Education: I 21 Century Program: |
Out of State Student: | N International Student: | N
Developmental/Retention KG: £ 7| Early/Middle College: |
Resident County: ¥ |Osceola County
District Entry Date: [01/01/1900 ||

In the Edit screen, change the
Eary/Middle College boxto Yes.
Save.




Early/ Middle College

Coding and reporting...

lsermidB.p 34-2 Ashmun Scheel at Eagle village 09/18/14 Page:d
05.14.06.00.07 Hichigan Student Data System {MSDS) 2:37 PM

Studsnts extracted for the Gensral &uuun@lpﬂmn Componant )
Fall Submisaion

2014-15 School Year

Student Hame 15D Distr Schl  Sousdent D il regran Eligiblity(Pazricigation

HILLEASCR, KAZ 5§ 54000 090393 Z426E5024F 3500
st

'T/wb‘ a2 od e Wf”
uf(o;ul ~# W5 DS

Total records extzscted fo: the Genmral Coll




Early/ Middle College

MSDS Ve rifying in MSDS

» 'The student-leveltab will lo o k like » Important! Venfy that EMC
thisonce uploaded to MSDS... students have been reported

i comectly in MSDSby pulling a
How to Report an E/MC Participant Program Partic ipa tion rapo 1t from

the Data Staging Area mMSDS:

* Program Participation Code = 3500

Schoal Demographics | Personal Demographics | Ensoliment | Membership | GeneralEdFTE

Program Participation | Attendance | SNE

MICH]!
E%’c“ﬁ'tmn




Early/ Middle College

Inportant! Use accurate exitcodes—they willaffect your
Graduation/Drop Outrates.

» Exitcode 40 = Graduated from a Middle College with both a high
schooldiploma and an Associates Degree orotheradvanced
c e rtific a te

» Exitcode 41 = Graduated from a Middle College with only a high sehool
diploma

» Thisis where the pupilwillbe considered “Off lrack Graduated” n GAD rates.




EARLY/MIDDLE

District:

Building/Program: Count: IFall Clspring

INSTRUCTION §: Complete this form for all students who were envolled in sn ssr ly/middle college pragram on the Fall o Spring count day

Verified - Answerwith ¥ /N

studenton track to sam
HS Dipoma + AT
‘Coten s Degres or Cartor
Gras 11 Compiston with <60 GEstudents: <20 yaars oid +| SEstidents: <25 jaars oid + Countsd a5 fus-tme {F)or
stumnt Name in M3D37 crsdiE? H3$ diplomaiBED? a7 reducsd [R)schs duls?

i cartty thatthis s a e and accurate list of eanyimidde collage pupils.

Authorized Repre sentative’s Signature Title of Authorized Represe ntative

Fav: 14

Click here for guidance on earwmiddle college




Seat Time Waivers (SIWs)

What is it?

SIWs allow a district to offerpupils
accessto online leaming options
without physic ally attending school

The SIW program isapproved by
both the MDEand the localdistrict’s
Board of Educ ation priorto
implementation. Attendance is
measured by the numberofpupillog-
ins. Participation ismeasured by
weekly nteraction between the
mentorteacherand pupil More on
thatsoon...

Whatitis NOT..

SIWs should not be c onfused with
Section 5-O-A ofthe PAM (Vmtual

Ie aming, Distanc e Le aming, and
Independent Study). Norshould a
SIW be confused with Sec tion 5-O-D
(Expanded Online Ie aming ) The se
two sectionsofthe PAM re quire
students to physic ally attend sc hool
atsome pointin the day.

The typesof SIWsoperated by MOISD
localdisticts do not re quire students
to physic ally attend sc hool(with the
exception ofsome mandatory

te sting ).




Seat Time Waivers (SIWs)

Attendance Method #1

» 'The pupilisphysically present for
scheduled on-site instruc tion at the
schoolsite oncountdayorthe fistday
afterthe count day that the pupilis
scheduled foron-site instruc tion. The pupil
must attend one period foreach course
scheduled underthe seattime waiver,
and each period must re pre se nt the
amountoftime required forthe course if
delivered traditionally. Fora pupiwho is
absenton countday, the attendance
requirement may be satisfied if the pupil
retums to sc hool within 10 schooldaysof
anunexcused absence orwithin 30
calendardaysofanexcused absence.

Attendance Metho d 4682

>

The pupillogsinto atleast one program-
sponsored online course shown on hisor
herclassschedule on countday, and
then logsinto atleast one program-
sponsored online course shown on hisor
herclassschedule on nine separate days
during the 30-day count period, fora
totalof10 loginson separate days. When
using this method formeeting the
attendance require ment, the pupilmust
log inoncountday and nine (9)
additionalcalendardays durng the
count period. Fora pupilwho hasan
excused absence oncountday, the
pupilmust complete a oginoneachof
ten (10) days within 30 calendardaysof
countday. The distict may notclaim any
FlEfora pupil with lessthan ten (10) lo gins
on separate days, ncluding countday.




SeatTime Waive rs
(STWs)

Participation: Two-way interaction between the teacher
ofrecord and pupilmustoccuratleast one time per
weekforeach weekofthe fourweekcountperiod. No
FlEshallbe granted ifthe participation require ment is
notmet. Note the specific participationcalendar.

Attendance: Fusing Attendance method #1 (physic ally
attended oncountday), provide a signed copyof
teachers attendance (10/30 day rule apples). Ifusing
method #2 (100% online ), provide proofof10 log-inson
10 separate days(10/30 daysrule applies).

4-WEEK STW PARTICIPATION COUNT CALENDAR

TUESDAY

OCTOBER 2014

WEDNESDAY

THURSDAY




Seat Time Waivers (SIWs)

» Documenting pupilsin the

Packet:

MECGA TA-LREEOLA FiD

AT TSE WATVER « LT OF EMROLLED PUPL

» Documenting Partic ip a tiofa in the

Audit Pac ke t:

MECOSTA-OSCEOLA ISD SEAT TIME WAIVER
MENTOR INSTRUCTIONAL TIME FORM

150/ District: School Year

P':E:r:;n: unt: ] Fal [ Spring

des 617 educupd ander ¥ Sou Bme.

(= e the
INSTRUCTIONS: LOIRaC! wudent and ceribed momios i e sl

Gmde:



Seat Tme
Waivers

Coding and Reporting...

kismandatory to report allSeat Time
Waiver (SIW) pupilsin MSDS. T do
so,they mustbe coded comectly.
Thiscanbe done in Skyward orby
adding the componentto each
student individually in the Macomb
EmorChecker. ¥you skip doing it in
Skyward orMacomb, then it mustbe
done in MSDS (by adding the
componentindividually to each
student priorto c e rtific a tion).

Cis Ahe difar

- pict e dit




Seat Tme
Waivers

When using Skyward, go into the Edit
screen underthe NCIBtab. Change
the defaultsto Yesin the Alte mative

Ed and SeatTime Waiver Participant
boxes. Save.

/skyward moisd.org/
ASI| Information Update
Student Name: KAZ MILLERSCR
ASl Information Update

SSN: |

Student ID Nbe: g

Gifted and Talentzd: No
Title 1:| No

Post Secondary Opt: | No v
lkermnative ED: | Yes -
Aduit Education: | No
Out of State Student: | No
Developmenial/R
Resident County: |67
District Entry Dats

[7) ASl Information Update - Entity 400 - WS\STATBANCINC - 11381 - 05.14.06.00.09 - Google Chrome

Year of Entry: |

th Order: | 0 i

Homebound Serv
Total Homebound Hours
Assgessment Ho
Migrant: |
Seat-Time Walver Participant: |
21 Century Program:
Intemnaticnal Student:

Early/Middle College: | Ye

S2E2 Code: |




Seat Tme
Waivers

When your State Reporting extractis
run out of Skyward, lookfora report
called Pogram Participation
Component. Fyoucoded the SIW
pupilscomectly, you willsee codes
9220 and 9229.

Thiscombmation ofcodes tells C EPI
that you have a SIW program.

lsarmitd.p 34-2 Ashmun Schosl at Eagle Village 08/13/14
05.14.06.00.07 Michigan Student Data System [MSCS)

Students sxtracted for the Censral Collestis Progras Farticlpatisn Componant \)
Fall m—\--a-- —

2014-1% Beheol Yass

Siudent uase 130 plarc Schl scedes: 1o sic g y
MILLERSCH, KAL B4 54000 DHOIN ELELLLFLE !3!!,)!:0\.}.!!0[‘

Total rwcords ssbrscted for the Seneral Colleckion/Progess Fartlelpation Componanki 1

st Aljeeratiie B4

nia Adgeratie frgmm

Exanmdle  oudtome o
of enabling the i, = wat o
A/i_J[-r_..‘;--’ML % Td- ard
$tw Tarkicpart boves




Se c tion 25e “Money Follows the
Stud e nt”

» Iotsofnew staff. Plan a refreshertraining ordoes everyone gtilhave
presentation from last yearand ready to help the new fac ¢s?

» How did the summary reports work last year? Stil want me/to send
my updates?

» New thisyear:

» Auditorscan edit FIEand Fist Day in Attendance. Thisis great ne ws. Willec ut
down on denied reque sts.

» MOISD localdistricts wilnot bileach otherwith the exception of alte ma tive
education students. fthe studentreceived isidentified as Alte mative
Educ ation, Vitual School orSeat Time Waiver, and that MOISD loc al distric t is
identified asone ofthose programs in the EEM, then you may billthatlocal
distric t. £ is yourresponsibility to follow allofthe Section 25e rules when
submitting a re que st.

» Section 21f (Expanded Online Ieaming) classesdo notcountin Section 25e
re q ue sts.




Se c tion 25e “Money Follows the
Stud e nt”

» Section 25e window openson November19, 2014.

» Distric ts must re q ue st transfe r o f FIE within 30 days after the student
enmolls (first date of attendance). There are only two e xc e p tions:

>

Exception 1: ClaimsforOctober2 through November 12 (Fall C ejxtific ation)
may be submitted up to 30 calendardaysafterNovember12 (December
12,2014 deadline —no exceptionsforbreaks)

Exception 2: Iastday to request transferis February 10, 2015 (Spring count is
February 11)

Just like last year, plan ahead forwinterbreak. The 30-day rule doesnot
extend due to breaks. Claim studentsand send paperworkbefore leaving.

Do notsend birth certificatesand socialsecurty cards.
Rememberto certify your SRMs with the Section 25¢e componentadded. This

wasthe mostcommon emorin alldistrictslast year. Second most common:
Hard copy request not matc hing MSDS re q ue st.




Graduation & Drop Out Rates
(GAD)

What s k?

™ comply with the No Child
Le ft Behind (NCIB) Actof 2001,
Mic higan moved to a
methodologyin which a
graduation rate includesonly
"‘on-time"graduates who eam
regulardiplomas within fo ur
yearsofentering high school

Clockbegins to tick when first
identified as 9t grade. Students
are identified in the General
Colle c tions through MSDS

(FalV Spring/FOY c o unts).

PA Impact

The scope of GAD isac tually
much largerthan Pupil
Accounting; however, what
yourepor1tin the three
collectionsisthe biggest
determination in how yourrates
are calculated. Think about:

Rac e/Ethnic ity
Gender
Free/Reduced
Special Ed
Homeless

Exit sta tus

How accurately youreport has
a huge impactonrates.

YourRole

Yo u know yo ur student
populationsthe best. You know
when cic umstancesechange,
so it’simportant to

communic ate to the person
who update s information n
Skyward whenevera student's
situation changes.

Exit students. Thisisa big one.
Make sure the exit dates make
it nto MSDS. Exiting the m in
Skyward isnotenough —it has
to be reported in MSDS.




Graduation & Drop Out Rates
(GAD)

» FEach August, CEPIlopensa Student Record Maintenance (SRM)
window so thatdistnictscancomectexitcodesorexit summer
graduates(oreven forgotten students) from that pre vious/sechool
yearonly. The window staysopen forabout a month. During this
time, districtscan review prelimmary GAD rate s and id e ntify stud e nts
thatneed comected from the previousschoolyearand olderschool
years. Only auditorscan comectolderschoolyeardata (with'"baek-
up documentation).

» Fach October,the window opensforaudits. Iwilbe gin mine on
October20, 2014. Audits wrap in December. Fnal GAD rates are
published m mid January.




SPHC JAL REQ UESTS FROM THE
AUDIENC E

» Requested Pupil Accounting topicsto discuss (in orderof mgist
requested to least):

\YISIDN)

Days & Hours

SOC / Residency

Se c tion 25

Special Populations (Homebound, Reduced Schedule)
Changesto cument rules

Special Ed

VVVVVYYVYY

> Requested Skyward topics(in orderofmost requested to least):

> State Reporting
> 'That sit!




IMPORTANT RESOURCES

hrth corlificolos;

Resources

My web page isa one-stop shop forhandy links to Pupil 15 AND EGY JUNE 30, 2016
Accounting! Checkout the right-side ofthe page for
Iinks to the PAM, CEPL auditing manuals, homeless, be st
practices, etc.

o tsad 1o calculte your graduation rate




SKYWARD & MSDS

INTERACTIVE SESSIO N



The Pupil Accounting & Technology Connection

Do you
enter
student
data into

Skyward? /

ﬁl’ime to

basis!

communicate
on a weekly

4

Are you a Tech
Director?

>

*Example. Length of time spent in each
system is at the local district’s discretion.

h Tech and/or

PA staff make
changes

Tech extracts
State Report

SKYWARD
Weeks 1 through 6*

Tech sends PA staff
reports to PA communicates
staff changes
PA staff /
verifies
contents of
report
R
Tech pulls Tech makes
reports from changes in
MSDS Data MSDS

Staging Area

MSDS
Weeks 7 and 8*

Tech sends PA staff
reports to PA communicates

staff changes

PA staff verifies /

contents of
reports



HIGH SCHOOL DESK AUDIT CHECKLIST LEA USE
District: School Year:
Building: Count: [JFall [ Spring

Building certified & signed MSDS alphabetized Membership Lists (Alpha) that include:

*

District & building name *  Date enrolled
*  Pupils' legal name *  FTE claimed
*  Address * Headcount & FTE grand total page
*  Birthdate *  Signed & dated by building principal after verified
*  Grade

High School Count Day Absence Form with return dates

Birth Certificate Verification Form

Each line will contain
either a check mark or
‘N/A'.

Discipline (list of pupils w/ discipline detail printed from Skyward - only include students who incurred an absence affecting count day due to discipline)

District or Building Attendance Policies (includes policy for electronic attendance)
Drops/Adds (can be printed from Skyward)
DS-4061 - one per building (district DS-4061 can be printed from MSDS)
Early/Middle College List of Pupils
Section 105/105¢, School of Choice - Pupil List Form w/ releases for current year students only
Special Education Cooperative Agreements for 105c (if applicable)
Visas & documentation for exchange students (includes proof of nongraduate status from home country)
Local District Planning Form *Required*
Master Schedule of Teachers (includes teachers' full names, class times, and lunch breaks) *Required*
Missing Student Report (printed from MSDS Staging Area -- must be blank)
Non Public Shared-Time Pupils Form
Cooperative Education Programs (pupils educated in another district)
Reduced Schedule Request w/ Approval and Pupils List
Seat Time Waiver Packet (students, schedules, mentor contact, and log-ins)
Split Schedule Pupils Form
Work-Based Education - Pupils Enrolled Form w/ Training Plan, Agreement & Time Sheet
Special Education Transition Form
Special Education Worksheets A* & B
*Include Section 53 documentation when using Worksheet A
Postsecondary (Dual) Enrollment Pupils Form
Part-Time Pupils Form
Homebound Program - Pupils List (including physician letter)
Homebound Program - Instructional Service Form
Home Based Program - Pupils List
Home Based Program - Instructional Service Form
Suspended Pupils Form (long-term return within 45 days w/ no services provided)
Virtual/Distance/Independent Classes - High School Pupils List

Experiential Learning Form

Building Calendar including:

Rev. 09/14

Scheduled days and instruction - interrupted days should not be marked on original calendar
Scheduled hours of instruction - full, half, and other days should all have their own form and support
Supporting documentation for both days and hours - building calendar, and start and dismissal times

75% Required Attendance Report - this report must include the 30 days after count day




MIDDLE SCHOOL DESK AUDIT CHECKLIST LEA USE

District: School Year:
Building: Count: [ Fall O Spring
v

Building certified & signed MSDS alphabetized Membership Lists (Alpha) that include:

*  District & building name *  Date enrolled E;I::rlrilli:kc;::fgr
*  Pupils' legal name *  FTE claimed ‘N/A'.

* Address * Headcount & FTE grand total page

*  Birthdate *  Signed & dated by building principal after verified

* Grade

Middle School Count Day Absence Form with return dates
Birth Certificate Verification Form
Discipline (list of pupils w/ discipline detail printed from Skyward - only include students who incurred an absence affecting count day due to discipline)
District or Building Attendance Policies (includes electronic attendance policy)
Drops/Adds (can be printed from Skyward)
DS-4061 - one per building (istrict DS-4061 can be printed from MSD?¢
Local District Planning Form *Required*
Master Schedule of Teachers (includes teachers' full names, class times, and lunch breaks) *Required*
Missing Student Report (printed from MSDS Staging Area - must be blank)
Section 105/105c, School of Choice - Pupil List Formwl/ releases for current year students only
Special Ed. Cooperative agreements for 105c (if applicable)
Special Ed. Worksheets A* & B
*Include Section 53 documentation when using Worksheet A
Non Public Shared-Time Pupils Form (at public school site)
Split Schedule Pupils Form
Part-Time Pupils Form
Homebound Program - Pupils List (including physician letter)
Homebound Program - Instructional Service Form
Home Based Program - Pupils List
Home Based Program - Instructional Service Form
Seat Time Waiver Packet (students, schedules, mentor contact, and log-ins)6th through 8th grade
Suspended Pupils Form (long-term return within 45 days w/ no services provided)

Virtual/Distance/Independent Classes - Pupils List

Building Calendar including:
Scheduled days and instruction - interrupted days should not be marked on original calendar
Scheduled hours of instruction - full, half, and other days should all have their own form and support
Supporting documentation for both days and hours - building calendar, and start and dismissal times

75% Required Attendance Report - this report must include the 30 days after count day

Rev. 09/14



ELEMENTARY SCHOOL DESK AUDIT CHECKLIST | LEause

District: School Year:
Building: Count: [JFall O Spring
v

Building certified & signed MSDS alphabetized Membership Lists (Alpha) that include:

*

District & building name * Date enrolled
*  Pupils' legal name *  FTE claimed
Each line will contain
* *
Address Headcount & FTE grand total page T, A
*  Birthdate *  Signed & dated by building principal after verified ‘N/A'.
*  Grade

Elementary School Count Day Absence Form with return dates
Birth Certificate Verification Form
Discipline (list of pupils w/ discipline detail printed from Skyward - only include students who incurred an absence affecting count day due to discipline)
District or Building Attendance Policies (includes electronic attendance policy)
Drops/Adds (can be printed from Skyward)
DS-4061 - one per building (district DS-4061 can be printed from MSDS)
Local District Planning Form *Required*
List of Waivered Kindergarten Students
Master Schedule of Teachers (includes teachers' full names, class times, and lunch breaks) *Required*
Missing Student Report (printed from MSDS Staging Area - must be blank)
Section 105/105c¢, School of Choice - Pupil List Form w/ releases for current year students only
Special Ed. Cooperative agreements for 105c (if applicable)
Special Ed. Worksheets A* & B
*Include Section 53 documentation when using Worksheet A
Non Public Shared-Time Pupils Form (at public school site)
Split Schedule Pupils Form
Part-Time Pupils Form
Homebound Program - Pupils List (including physician letter)
Homebound Program - Instructional Service Form
Home Based Program - Pupils List
Home Based Program - Instructional Service Form
Seat Time Waiver Forms (lists of students & mentor contact) 6th grade only
Suspended Pupils Form (long-term return within 45 days w/ no services provided)

Virtual/Distance Learning - List of Pupils

Building Calendar including:

Scheduled days and instruction - interrupted days should not be marked on original calendar
Scheduled hours of instruction - full, half, and other days should all have their own form and support
Supporting documentation for both days and hours - building calendar, and start and dismissal times

75% Required Attendance Report - this report must include the 30 days after count day

Rev. 09/14




ALTERNATIVE ED. DESK AUDIT CHECKLIST LEA USE
District: School Year:
Building: Count: [] Fall O Spring

Building certified & signed MSDS alphabetized Membership Lists (Alpha) that include:

District & building name *  Date enrolled
*  Pupils' legal name *  FTE claimed
* Address * Headcount & FTE grand total page
*  Birthdate *  Signed & dated by building principal after verified
* Grade

Applicable Count Day Absence Form with return dates

Birth Certificate Verification Form

Section 105/105c¢, School of Choice - Pupil List Form w/ releases for current year students only
Special Education Cooperative Agreements for 105c¢ (if applicable)

Non Public Shared-Time Pupils Form (at public school site)

Cooperative Education Programs (pupils educated in another district)

Each line will contain
either a check mark or
‘N/A".

Discipline (list of pupils w/ discipline detail printed from Skyward - only include students who incurred an absence affecting count day due to discipline)

District or Building Attendance Policies (includes electronic attendance policy)
Drops/Adds (can be printed from Skyward)
DS-4061 - one per building (district DS-4061 can be printed from MSDS)
Local District Planning Form *Required*
Master Schedule of Teachers (includes teachers' full names, class times, and lunch breaks) *Required*
Missing Student Report (printed from MSDS Staging Area - must be blank)
Reduced Schedule Request w/ Approval Form and Pupils List
Seat Time Waiver Forms (lists of students & mentor contact)
Split Schedule Pupils Form
Work-Based Education - Pupils Enrolled Form w/ Training Plans, Agreement & Time Sheet
Special Education Transition Form
Special Ed. Worksheets A & B
*Include Section 53 documentation when using Worksheet A
Postsecondary (Dual) Enrollment Pupils Form
Part-Time Pupils Form
Homebound Program - Pupils List (including Physician letter)
Homebound Program - Instructional Service Form
Home Based Program - Pupils List
Home Based Program - Instructional Service Form
Suspended Pupils Form (long-term return within 45 days w/ no services provided)
Virtual/Distant/Independent Classes - High School Pupils List

Experiential Learning Form

Building Calendar including:

Scheduled days and instruction - interrupted days should not be marked on original calendar

Scheduled hours of instruction - full, half, and other days should all have their own form and support

Supporting documentation for both days and hours - building calendar, and start and dismissal times

75% Required Attendance Report - this report must include the 30 days after count day

Rev. 09/14




MOISD BUILDING DESK AUDIT CHECKLIST ISD PROGRAMS

District: Mecosta-Osceola Intermediate School District School Year:

Building: Count: O Fall O Spring

Building certified & signed MSDS alphabetized Membership Lists (Alpha) that include:

*

District & building name * Date enrolled
; . Each line will contain
* { *
Pupils' legal name FTE claimed either a check mark or
*  Address * Headcount & FTE grand total page ‘N/A'.
*  Birthdate *  Signed & dated by building principal after verified
*  Grade

Birth Certificate Verification Form

Count Day Absence Form with return dates (Ed Center = Center Based form)

Discipline (list of pupils w/ discipline detail printed from Skyward - only include students who incurred an absence affecting count day due to discipline)
District or Building Attendance Policies (includes electronic attendance policy)

Drops/Adds (can be printed from Skyward)

DS-4061 for each building (from Macomb)

Local District Planning Form *Required*®

Master Schedule of Teachers (includes teachers' full names, class times, and lunch breaks) *Required*
Missing Student Report (printed from MSDS Staging Area - must be blank)

Part-Time Pupils Form

Homebound Program - Pupils List (including physician letter)

Homebound Program - Instructional Service Form

Home Based Program - Pupils List

Home Based Program - Instructional Service Form

Pupils enrolled in Special Education Transition Form

Reduced Schedule Request w/ Approval & List of Pupils

Special Ed. Worksheets A* & B
*Include Section 53 court orders when using Worksheet A

Split Schedule
Suspended Pupils Form (long-term return within 45 days w/ no services provided)

Work-Based Education w/ Training Plan, Agreement & Time Sheet

Building Calendar including:
Scheduled days and instruction - interrupted days should not be marked on original calendar
Scheduled hours of instruction - full, half, and other days should all have their own form and support

Supporting documentation for both days and hours - building calendar, and start and dismissal times

Rev. 09/14



Desk Audit Procedures

District:
Count Date:
Date Performed:

Errors Performed
By

1. Review the alphabetical lists of membership to verify the following:

a. The MSDS certified final version alpha list was submitted for
audit.

b. Pupils who are absent on the count days are identified on
separate lists.

d. Pupils in non-conventional categories are identified on separate
lists.

e. The alphabetical lists of membership are signed by the building
principal/authorized representative.

2. Perform the following procedures for duplicates disclosed in the
Duplicate UIC Auditor View:

a. Obtain duplicate list from MSDS. Districts should resolve FTE
conflicts before close of FTE Conflict Resolution process at end
of seventh week.

b. Obtain supporting documentation of unresolved FTE conflicts
unresolved at end of seventh week

c. Work with district and other ISD auditors to make necessary
FTE adjustments unresolved at end of seventh week.

3. Review the Special Education Worksheets A and B to verify that:

a. No required information has been omitted:

(1) Teacher codes have been included.

(2) Associated regular education FTE amounts, if any, have been
reported in the proper column.

(3) The resident districts have been identified for pupils being
educated outside of their district of residence.

b. FTE totals have been correctly calculated.

c. All pupils listed on the worksheets have been identified on the
alphabetical lists of membership.

4. Verify the accuracy of FTEs reported in the Additional Information
on K-12 Pupils:

a. Special Education and General Education FTE (Section 24) line.

b. New grade levels for fall count that have never been offered
previously. (PSAs only) The value must be entered by the ISD.

5. Verify the Residency-Related Information sections of the DS-4061
report.
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6. For districts with centrally maintained school of choice records,
verify that:

a. the district has a signed cooperative agreement for a sample of
Section 105¢ Special Education pupils accepted since the last
field audit.

b. the district either certified that it complied with or didn’t comply

with school of choice provisions in the State School Aid Act.

c. If noncompliance exists, report the noncompliance to the MDE
Schools of Choice consultant for implementation of the 5%
penalty.

7. From the population of pupils enrolled in a district other than the
pupil’s district of residence, under Section 91 or 91(a), review each
sampled membership to verify that the pupil was counted by the
educating district.

8. Ifapupil is added as a result of the desk review, the district must
enroll the pupil in the MSDS and report the enrollment via the
Student Record Maintenance collection.

9. Evaluate the results of the desk audit and determine if changes need
to be made to the district’s risk assessments.

Revised 02/12
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BUILDING RISK ASSESSMENT FORM - FOR ISD FIELD USE

District: Building:
School Year: Count: Fall Spring
Completed by: Audit Date:

Instructions: This form may be used to document the assessment of risk of those
buildings/programs that will be field audited. Generally, the higher potential for errors, the
higher the risk that the pupil membership counts is not accurate. Consider the risk factors listed
below (High [H], Moderate [M], Low [L]), and place a check in the space beside the factors that
significantly influence the risk for the audit area.

Risk Factor
H M L Comments

1. The results of the prior field and desk audits.
(Error rates over 5% are high risk.)

2. The effectiveness of district count procedures
and controls (Detailed procedures generally
provide a lower risk.)

3. The experience of district personnel assigned to
process pupil count data (per Local District
Planning Form). (Experienced staff generally
provides a lower risk.)

4. The frequency of pupil absenteeism noted
during the count period. (High absenteeism
generally reflects a higher risk.)

5. The number of non-conventional pupils
attending the building. (Larger population of non-
conventional pupils reflects a higher risk.)

Based on the forgoing considerations, the risk for this building is Overall Risk
assessed as follows: Assessment

Building Risk Assessment High | Moderate | Low

Pop I — Conventional pupils present on count day

Pop I1 — Conventional pupils absent on all or part of count day

Pop III — Non-conventional pupils

Building Risk Assessment — Percentages High | Moderate | Low

Pop I — Conventional pupils present on count day 15% 10% 2%

Pop II — Conventional pupils absent on all or part of count day 20% 15% | 10%

Pop III — Non-Conventional pupils 20% 15% | 10%

Revised 02/12 Page 8




CONDENSED BUILDING FIELD AUDIT PROGRAM

District:

Building: Count Day:

This audit program is intended to be used in reference with the Building Field Audit Procedures,
Section 4. The objective of the field audit is to determine that the FTEs have been properly
documented and claimed for state school aid.

Number of Performed

BUILDING-WIDE PROCEDURES Errors By
1. Determine that the building adheres to district count procedures as

identified on the local district planning form, and obtain the

appropriate documentation.

Assess risk for the building according to Section 1 and 3.
3. Determine that the district has a procedure to determine 75%

attendance and that the district accurately implemented the procedure.

PUPIL SPECIFIC AUDIT PROCEDURES No. of Performed
Errors by

ALL PUPILS

Residency (N/A for PSAs)

Present on count date (Population I)

10/30-day rule (Population II)

Enrollment

FTE computations

Interview teachers regarding fraud

POPULATION 111 (All Other Unique Situations)

A. ALTERNATIVE EDUCATION PUPILS

General

e No high school diploma or GED

e 16 years old if with adult participants

Special Education

e Pupil less than age 26

e No high school diploma

e Pupil sixteen years old if with adult participants

Learning Labs

e (lass offered for credit

e Scheduled for specified number of lab hours per week

e Certificated teacher was present at all times

e Sign-in sheets and teacher attendance records support
minimum hours

e No FTE greater than traditional setting
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B. COOPERATIVE EDUCATION PUPILS

Special Education

e Written, voluntary agreement between educating
districts

Career and Technical Education/Vocational Education

e C(lasses taught/monitored by certificated teacher
employed by the district

e Pupil is enrolled

e C(lasses offered for credit

e General Education pupil is less than 20 years of age;
Special Education pupil is less than 26 years of age

e No high school diploma or GED (Exception: Special
Education pupil with a GED may continue until age
26)

C. HOME BASED PUPILS

Expelled under local district policy

e At least two non-consecutive hours of instruction

e Through inquiry, verify instructional materials
provided by district

e (lass was offered for credit and placed on pupil’s
transcript

e FTE prorated to actual hours of instruction

Expelled under mandatory expulsion law

e Two nonconsecutive hours

e Through inquiry, verify instructional material provided
by district

e C(lass was offered for credit and placed on pupil’s
transcript

D. HOMEBOUND/ HOSPITALIZED PUPILS

e Physician written certification

e Instructional hours provided

e Through inquiry, verify instructional material provided
by teacher

e (lass was offered for credit

E. NON-PUBLIC PART-TIME & HOME SCHOOLED
PUPILS

AT PUBLIC SCHOOL:

e Non-essential elective courses — grades 1-12

e C(lasses were also available to regular public school
pupils as part of their minimum hours of instruction

e Course Length and grading system similar to course
offered to public school pupils

e Instruction during regular school day

e Instruction was provided by certificated teacher
employed by district

Revised 02/12
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e Attendance was taken

AT NON-PUBLIC SCHOOL SITE:

¢ Instruction taking place within the boundaries of the
public school district or contiguous district

e Instruction was provided by certificated teacher
employed by the district

e Course also available at the public school to regular
public school pupils

e Course length and grading system similar to course
offered to public school pupils

e Course provided restricted to nonessential elective
courses — grades 1-12

e Attendance taken and records maintained

e Home-schooled pupil is resident of public school
district providing instruction

F. PART-TIME PUPILS

e Instructional hours scheduled were less than minimum
requirement (1098)

e Consider risk pupil is a nonpublic pupil

e FTE calculation

G-A. POSTSECONDARY (DUAL) ENROLLMENT and
POSTSECONDARY CAREER & TECHNICAL PREP
PUPILS

e Enrolled and attending at least one district class

e District paid tuition and fees (if required)

e Special requirements for electronic class

e (lass 50% within academic year

e Only two courses for 5™ year pupils unless middle
college

e FTE calculation

G-B. EARLY/ MIDDLE COLLEGE PROGRAMS: One of
the following:

e Combined enrolled and attended classes equal to
number of high school classes for full-time pupil; or

e Combined enrolled and attended classes equal to
number of high school classes for reduced schedule
pupil; or

e Sum of actual instructional hours of enrolled and
attended classes at high school and postsecondary
institution plus actual travel time met minimum hours
for reduced schedule pupil; or

e Pupil met the postsecondary institution’s definition of a
full-time college pupil
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H. REDUCED SCHEDULE PUPILS

e High school pupil

e Approvals — signed and dated

e Best educational interest

e Minimum required instructional hours scheduled and
provided

1. SCHOOLS OF CHOICE

e Signed cooperative agreement for 105¢ Special
Education pupils

e District compliance with State School Aid Act
certification

e 5% penalty for noncompliance

J. FORMER ISD SCHOOL OF CHOICE OR FORMER
SECTION 91 OR 91a PUPILS

e No additional audit testing required

K. SPECIAL EDUCATION EARLY CHILDHOOD
PROGRAMS & SERVICES

e Count date [EP

e Bona fide program with minimum days and hours

e Enrolled/attendance

e FTE calculation

L. SPECIAL EDUCATION PUPIL TRANSITION
SERVICES

All Work-Based Transition Services Pupils

e Enrolled/attendance

e Assigned to special education teacher employed by
educating district

e FTE calculation

Work Activity Center-

e Deviated wage portion of pupil activities less than 50%
of instructional time

e Ifactual instruction time is less than 50%, FTE
adjustment

Transition/Community Living Experience (TCLE)

e Training Plan and Training Agreement

e TCLE pupil monitored by designated special education
teacher

e Visited by certificated staff every 30 days

M. SPLIT SCHEDULE PUPILS

e Number of instructional hours accurately computed by
district

e FTE calculation

Revised 02/12
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N. SUSPENDED AND EXPELLED PUPILS

Short-term, in-school, suspensions

e Absent per teacher’s record

e Supervised by certified teacher and attendance where
pupil served

Long-term suspensions

e Attendance where pupil served

e Instruction by certified teacher

e Credit toward diploma

Permanently expelled pupils

e Alternative Education pupils — See Section A

e Home-Based pupils — See Section C

O-A. VIRTUAL HIGH SCHOOL & DISTANCE
LEARNING PUPILS

e Pupil meets eligibility requirements

e Board approved academic class

e Credit was offered for credit

e Course counts as one class

e Teacher of record identified

e On-site mentor assigned to pupil

e District paid tuition and fees

O-B. SEAT-TIME WAIVER PUPILS

e Pupil meets eligibility requirements

e Enrollment in participating district and in attendance
on count day

¢ District provided a course specific class schedule for
current count period

e Pupil logged into at least one class on count day and
additional 9 calendar days during count period

e Verify weekly documented two-way interaction
between pupil and on-site mentor

e FEach course counts as only one class on schedule

e On-site mentor assigned to pupil

P. WORK-BASED EDUCATION PUPILS

Written count date training agreement

e Pupil’s personal information

e Employer’s information

e Employer, school, pupil’s responsibilities

e Date(s) of safety instruction

e Beginning and end dates of agreement

e Daily schedule

e Workers comp and liability insurance

e Required signatures

Written count date training plan

e Teacher verification that placement goals relate to
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EDP*

For unpaid learners, new skills listed for each 45-
hours*

Related academic instruction (non-CTE and non-
Special Education only)*

Required signatures

Attendance records

Hours not more than one-half FTE

Credit toward a high school diploma

Monitored every 9 weeks (30 days for Special Education) by
certified teacher

In-district/In-school placements, either:

Pupil’s transition services plan attached or

In-district placement agreement MUST identify and
relate to a state-approved program

Q. EXPERIENTIAL LEARNING SECTION

High school student

Certificated teacher provides supervision

Teacher not concurrently teaching another course

Grade and Credit given

Attendance taken and documented

Class approved by local Board

Not sole course for dual enrollment eligibility

Limit of one experiential learning course per pupil per
semester

Instruction/Direct Experience component

Through district certification, verify the course had
identifiable/progressive content standards

Through district certification, verify that learning
objectives not general employability skills

Through district certification, verify that pupil did not
replace an employee

Through district certification, verify that courses were
offered for grade and credit

R. LINKS PROGRAM

Pupil was in grades 6-12

Curriculum approved by Board

Attendance taken and recorded by classroom teacher

District certified instructional objectives were
established

District certified pupil was provided course syllabus

District certified LINKS teacher provided lesson plans
and grading criteria

Through district certification, verify that the teacher of
record assessed and graded pupil
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* A violation of this item should be reported as a general finding. Other issues should be reported
as specific findings with an FTE adjustment for all programs. .

ADJUSTMENTS:  Any changes to membership claims made to this building/program due to
this audit are itemized on the FTE Adjustment Form.

CONCLUSION:
I (We) have performed procedures sufficient to achieve the audit objectives identified on this

program and have adequately documented the audit procedures performed.

Name Date

Name Date
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PUPILS ATTENDING COOPERATIVE EDUCATION PROGRAMS (MOCC)

Resident pupils who attend one or more local school districts for cooperative education programs on the Fall or
INSTRUCTIONS:  Spring count day. Note: Capstone Students are listed on Work-Based forms. Indicate the requirements are met with
Y/N and use drop-down lists.

District: Building: Program:

School Year: ] Fall []Spring

HS

Age Diploma Choose One
Requirements|or GED?
Pupil Name Grade Met? Y/N Y/N MOCC Course Name AM PM FTE Reported

O[N]~ |WIN |~

N
o

—_
—

N
N

N
w

[N
N

N
(&)}

N
»

17
18
19
20

| certify that this is a true & accurate list of all pupils attending cooperative education programs reported for membership and also, 0.00
an agreement exists between programs.

Authorized Representative's Signature Title of Authorized Representative Date

Rev. 8/14 Click here for guidance on Cooperative Education




EARLY/MIDDLE COLLEGE ENROLLMENT - LIST OF ENROLLED PUPILS

District: School Year:

Building/Program: Count: L1Fall [JSpring

INSTRUCTIONS: Complete this form for all students who were enrolled in an early/middle college program on the Fall or Spring count day.

Verified - Answer with Y/ N

Class Split

Student on track to earn
HS Diploma + Assoc
Coded as |Coded as Degree or Cert of Meets definition of # of High
Grade 11| 3500 in Completion with < 60 full-time college GE students: < 20 years old +| SE students: < 26 years old + | Residency Counted as full-time (F) or | # of College School Total FTE
Student Name in MSDS?| MSDS? credits? student? no HS diploma/GED? no HS diploma? verified? reduced (R) schedule? Credits Classes Reported

10.

1.

12.

13.

14.

15.
I certify that this is a true and accurate list of early/middle college pupils.

Date:

Authorized Representative's Signature Title of Authorized Representative

Rev. 9/14
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If the exit status for a student equals 01, 02, 03, 04, 05, 06, 20, 21, 40 or 41, this is considered a terminating exit
status, and PEPE is assigned to the entity in which the terminating exit status was reported.

If the exit status for a student equals any exit code other than those referenced above, PEPE remains with the last
entity that reported the student as continuing.

When both a Unique Education Provider (UEP) and a school report a student, the school will be the PEPE for the
student. However, if only a UEP (e.g., Career and Technical Education entities and Michigan Math/Science Center
buildings) reports a student, it will be the PEPE for the student.

If a PEPE district and building cannot be determined, the record goes into "resolution" within the MSDS, and a CEPI
staff member will determine PEPE. Authorized users will utilize the previously accountable district/building's code
until the staff member assigns the new PEPE.

Schools/Facilities that will not receive Graduation/Dropout Rates

e An entity that does not have 12th grade students for a given cohort year, such as a 9th, 9th-10th or 9th-11th-
grade building. However, if graduates or dropouts are reported in this entity, they will be included in the
district-level rates.

e An entity identified as an intermediate school district (ISD) school that does not graduate students may have a
dropout rate, but will not have a graduation rate. However, if an ISD graduates students, it will have a
graduation rate.

NOTE: For entities that do not graduate students, attendance is used in lieu of graduation rates for accountability

scorecard determinations.

Early/Middle College Students

e Students submitted in the MSDS as participating in an early/middle college program (i.e., reported with
early/middle college participation code "3500") have their cohort year increased by one. If a student was_
previously reported with the above program participation code but not reported with this code in the most
recent collection, the student's cohort year will be decreased by one.

e Students submitted in the MSDS as participating in an early/middle college program have five years to
complete high school with a regular diploma AND an associate degree or other advanced certificate and be
considered "On-Track Graduated". If the student completes only a high school diploma in the five years, they
will be considered "Off-Track Graduated".

Subgroup Determination

Beginning with the 2010-2011 school year, MDE and CEPI implemented new rules for subgroup determination for
graduation and dropout rates. The change in subgroup rules was necessitated by changes in submission practices in
the MSDS as well as clarification in how students are identified for program counts.

Subgroups Impacted

Race/Ethnicity

Gender

Economically Disadvantaged *
Limited-English Proficient (LEP) *

Special Education (Students with Disabilities) *
Migrant *

Homeless *

*  Students in these subgroups are "flagged" for the entire school year. Once "flagged," the student cannot
be "unflagged."
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Graduation and Dropout Application (GAD) Auditor's Guide

Appendix B — Exit Status to Cohort Status Crosswalk

To calculate the cohort status, CEPI staff consider grade and exit status. Below is a chart of the exit status code
definitions.

Exit Status Code Definition

Cohort Status Category*

01 Graduated from general education with a diploma Graduated
02 Graduated from general education with diploma and applied to a Graduated
degree-granting college/university
03 Graduated from an alternative program with a diploma Graduated
04 Graduated from general education and applied to a non-degree- Graduated
granting institution
05 Completed general education with an equivalency certificate (GED) | Other Completers
06 Completed general education with other certificate Other Completers
(e.g., certificate of attendance, district competency test)
07 Dropped out of school Dropout
08 Enrolled in another district in Michigan If not located in other district,
Dropout; if located, apply exit code
of other district
09 Moved out of state Exempt
10 Expelled from the school district (no further services) Dropout
11 Enlisted in military or Job Corps Dropout
12 Deceased Exempt
13 Incarcerated If not located or not receiving
services to be on track for a diploma,
Dropout
14 Enrolled in home school. May also be used for students who Exempt
withdraw from a district to attend an out-of-state cyber school or
virtual school.
15 Enrolled in nonpublic school. May also be used for students who Exempt
withdraw from a district to attend a nonpublic in-state cyber school
or virtual school.
16 Unknown Dropout
17 Placed in a recovery or rehabilitative program Dropout
18 Left adult education Dropout
19 Expected to continue in the same school district On-Track or Off-Track Continuing,
depending on expected graduation
year
20 Received special education certificate of completion and exited the | Other Completers
kindergarten through 12th-grade (K-12) system
21 Special education - Reached maximum age and exited the K-12 Other Completers
system
40 Graduated from a middle college with both a high school diploma Graduated
and an associate degree or other advanced certificate
Last Updated 9/18/2013 Page 10 of 13




Graduation and Dropout Application (GAD) Auditor's Guide
41 Graduated from a middle college with only a high school diploma Graduated

42 Graduated from another district. If not located in other district,
Dropout; if located, apply exit code
of other district

* All students in the cohort are searched for in subsequent collections, in other locations, despite their exit statuses. Only
the final disposition counts towards cohort status.

Last Updated 9/18/2013 Page 11 of 13



NONPUBLIC / HOMESCHOOL PART-TIME PUPILS (at Public School Site)

LIST OF ENROLLED PUPILS

District: School Year:
Bldg./Program: Count: [ Fall ] Spring
INSTRUCTIONS: List each nonpublic / homeschooled part-time pupil who participated in a nonessential public school course at a public school site.
o~ -
? % § 'g -§ § 5 _8 = Minutes
2 0|8 L e8% BT |o2|00w Course Name (passing
g < Ez| @ g :’c,; § g S g § g S8 (must be time can be| Days per
Pupil Name O |T>[ o O T < [0 |Oa a| nonessential) Meeting Times included) Year FTE
Sample Student 11 Y Y Y Y Y |Y MOCC - Allied Health 12:03 - 2:55 171 175 0.45
1 0.00
2 0.00
3 0.00
4 0.00
5 0.00
6 0.00
7 0.00
8 0.00
9 0.00
10 0.00
1 0.00
12 0.00
13 0.00
14 0.00
I certify that this is a true & accurate list of eligible nonpublic shared-time FTE memberships reported for State Aid.
Authorized Representative's Signature Title Date

Rev. 7/14
Click here for guidance on non-public part-time & homeschooled students




SY 2014-2015 Section 25e FTE Transfer Request Instructions

IThere are three additional tabs across the bottom of this workbook: Sec 25 Indiv Student Req; District Codes; and ISD Codes |

The Section 25e FTE Transfer Request form can be completed in pen {legibly) or on your computer. For your convenience,
there are instructional pop-ups and drop down menus. Please enable macros when filling out the form on your computer.

Tab 2:
Tab 3:
Tab4:

Section 25e individual Students Request -- This form will be the top sheet for each student packet sent to the auditor
District Codes -- This page contains the five-digit code for every school district in Michigan
iSD Codes -- This page contains five-digit code for every ISD/RESA/ESD/ESA in Michigan

How to complete the Section 25e FTE Transfer Request:

Row 1:

Row 2:

Row 3:

Row 4:

Rows 5-8:

Fina! Step:

Notes:

Enrolled Pupil's Name -- Pupil's legal name

UIC -- can he obtained by searching in MSDS

Date of Birth

Resident (Y/N] --Is this student a resident of your district?

If not a resident... -- Enter the name of the district in which the student lives if s/he is not a resident of your district
Non Resident Code -- Enter or choose a code from the drop down menu

Name of District Enrofling Pupil -- Enter your district name or choose from the drop down menu

District Code -- Enter your district code or choose from the drop down menu

Date of SRM -- This is the date your district uploaded the Student Record Maintenance to MSDS for the student*
*The SRM Section 25e component in MSDS opens on November 19, 2014

District Contact... -- Enter the name of the personis) responsible for completing the Section 25¢ SRM and packet

Name of District Pupil Exited -- Enter the name of the most recent® district the student attended before entering your district
*This could be different from the district that claimed the student in the October count
District Code -- Enter the district code of the most recent (former) district
District Claiming Pupil in Fall Count -- Enter the name of the district that claimed* the student in the October count**
*Must be verified via MSDS. Do a UIC search and then view the student's history > Fall 2014 General Collection
**If no one claimed the student in the October count, then you cannot request a Section 25e FTE adjustment
District Code ~ Enter the code of the district that claimed the student in the October count
ISD Code -- Enter the code of the 15D in which the former district is located

Building -- Enter your building name or choose from the drop down menu
Grade -- Enter the grade level of the enrolling student
Date Enrolled -- Enter the date the student enrolled
First Date of Attendance -- Enter the date when the student first physically attended™® {or physically logged in if a STW pupil)
*This could be different from the enrollment date
GE FTE -- Enter the General Ed FTE the student qualifies for*
*You cannot claim more than the former district claimed in the October count
SE FTE -- If the student is Special Ed, enter the Special Ed FTE the student qualifies for*
*The split between General Ed and Special Ed cannot total more than the former district claimed in the October count
SE Prog Code -- Enter a Special Ed Program Code or choose from the drop down menu
Sec 53 -- Is this student a Special Ed court-placed student?
Sec 24 -- Is this student housed in a juvenile detention facility?

Documentation
Copy of enrollment form -- Provide a copy of the student's completed enroliment form {must be signed and dated)
Copy of residency -- Provide proof that you verified the student's residency
Pupil schedule -- Provide a copy of the student's current schedule created upon enrollment
Pupil attendance -- Provide proof of the student's first date of physical attendance*
*|f this is a STW student, provide a copy of the student's first log-in

Send completed packets on a weekly basis to Amy Mcintosh, Auditor, MOISD Business Office

Do not make Section 25e adjustment requests for students who were not claimed in the October count. These students
may fall into the following categories: Home school; out of state; parochial; or drop out. Also, do not submit claims

for students transferring in from another local district within MOISD unless they are Alternative Ed, Seat Time Waiver
or Virtual School students,



- SY 2014-2015 Section 25e FTE Transfer Request

Resident If not a resident, fist Mon Resident
Enrolled Pupil's Name: Last, First, Ml JIc Date of Birth {¥/N) district here Code
Namae of District Enrolling Pupil District Code Date of SRM  |District Contact, emall, and phone number + ext
Name of District Pupil Exited District Code [District Claiming Pupil in Fall Count District Code 15D Code
* Pupil's Enrollment & Membership Information in New District
First Date of Sec 53
Building Grade Date Enrolled Attendance GEFTE | SEFTE | SE Prog Code L¥/N) Sec 24 (Y/N)
* Documentation: The following documents must be submitted with this form. Place an X verifying that each is attached.
1. Copy of parent/guardlan-completed enrcliment form with signatures anddate
2. Copy of residency verification
3. Pupil schedule
4. Print-out or copy of pupl! attendance verifying first day of attendance

* For1SD Auditor Use Only

IFTE claimed in October membership: GE FTE SE FTE None
|Verlﬁcatlan with previous 15D if applicable: Date Initlals Comments
Comments:
Documentation Reviewed: Date Initials
Request Approved Request Denled Date Initials:
ﬁev. EU NOtIﬁEd
CEPI Adjustment (V) IPrevlous District: {Y/N/NA): Enrolling District:
OR GE FTE SE FTE GEFTE SE FTE
Manual Adjustment (V)
Comments:

This verifies that documentation was reviewed, October FTE verified, SRM submission verified, previous 150 contacted if applicable, and appropriate approval,
denial, or manual adjustment has been made in MSDS,

Auditor Signature Date

MPAAA 2013
MOISD rev. 09/23/14



PARTICIPATION

Mentor teacher communicates
with student a minimum of
once per week, every week
during window. Each week
begins on Wednesday and
ends on Tuesday. Document
all participation.

4-WEEK STW PARTICIPATION COUNT CALENDAR
OCTOBER 2014

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
WEEK 1 > WEEK 2 B
5 6 7 3 9 10 11
< WEEK 2 < WEEK 3 B
12 13 14 15 16 17 18
WEEK 3 < WEEK 4 >
19 20 21 22 23 24 25
< WEEK 4
26 27 28




MECOSTA-OSCEOLA ISD

ISD / District:

Bldg./Program:

Complete this form for all pupils educated under a seat time waiver. List ALL classes for which the student is scheduled and
INSTRUCTIONS: enrolled. Please indicate requirements with a Y/N. A COPY OF LOG-IN ACTIVITY FOR THE STW COUNT PERIOD MUST

ACCOMPANY THIS PACKET.

Count Date:

School Year:

L Fall
# of courses equal to Full Time FTE:

SEAT TIME WAIVER - LIST OF ENROLLED PUPILS

O Spring

Category Program 5
(choose one) (choose one)] Answer Y or N E
9 < < i< N w
s |z | B8 £ |52 I3 [s.f. B3l
< ° =SEl S |gew | |95 | = 2E|lwg
3 g §mmgg @ igggh gg S o Estﬁ
3 52 |28|583| v |2scf2ylgs|3E |22
. e . a3 [85(c28 2 [252|eE| 3| =5 |E35]|56
Pupil Name [C] Course Title(s) 251231258 S |ssals8lSalsz 38|28
1 1
2
3
4
5
6
7
2 1
2
3
4
5
6
7
3 1
2
3
4
5
6
7
4 1
2
3
4
5
6
7
5 1
2
3
4
5
6

~

| certify that this is a true and accurate list of pupils receiving a Seat Time Waiver. All classes included in the Seat Time Waiver are
teacher led. Approved District Guidelines for Seat Time Waivers have been followed.

Authorized Signature

Rev. 9/14

Title

Click here for Seat Time Waiver Guidance

Date




MECOSTA-OSCEOLA ISD SEAT TIME WAIVER

MENTOR INSTRUCTIONAL TIME FORM

ISD / District: School Year:
Bldg/ _ _
Program: Count: L[] Fall 1 Spring

Complete the report below for each pupil in grades 6-12 educated under a seat time
INSTRUCTIONS: waiver. There must be two-way contact between student and certified mentor at least
once per week during the STW count period.

Pupil's Name: Grade:

Mentor:

Contact Type (Check Box)

c| 8
=] €|
-_ © (]
3 |ee| 2| 5
E- |29 3 <
sE |52 | & s
DATE u2|488[% | & [Comments:

| certify that the teacher mentor is a certificated Michigan teacher employed by the district.

Signature of Mentor Date

Rev. 8/14

Click here for Seat Time Waiver quidance




District:

Building/Program:

Count Date:

School Year:

LI Fan O Spring

Complete this form for all pupils enrolled in VL/DL/IS classes. More than one line may be used for each pupil. Please
INSTRUCTIONS: indicate requirements with a Y/N. Postsecondary (Dual) Enroliment virtual classes should be listed on the Postsecondary

(Dual) Enrollment Form.

Non Traditional Method

1. Virtual terfinternet cth If Non Traditional Method
. vVirtual computer/internet course ai e .
= school (K-12) is also Self Scheduled
E 2. Distance Learning (K-12) Time and Place, complete 3
- 3. Independent Study (9-12) Must complete this section too 3
[ pink columns also L)
c (&)
© “ ° o [ (2]
= - ) = o o e [ > =
S o [+
2 £5 | 38 2| e|68|5g| 5 |2 |a
S s N g | % [ E cal|lds = 2 5 w
- s | 2 |2 = 2 |so|3f|e2e [ >\
) < - © 3
g|=|° =8| = |£8| 2 G |28|selws 58| | <
s 3| c s ® e @ @ °S&s|gs5|lolElss|w ]|k
; Lo ; o0 o i c c |lse|eo|2GE[52]|F |0
Pupil Name olx|=x Course Title(s) 2= m 12el & o ldalgdclEgaslEali |
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
Total | 0.00] 0.00
| certify that this is a true and accurate list of pupils enrolled in VL/DLI/IS classes.
Authorized Signature Title Date
Rev. 8/14

Click here for Virtual/[S/DL guidance




9/12/2014

Kindergarten Start Age — A reminder

* 2014-15, child must be 5 by October 1, 2014 or if
5 by December 1 and parent provides written
notification of intent to enroll in kindergarten,
child may be counted in membership.

* MDE is relying on School Aid Act language to
require written parent notice but not by the
enrollment deadlines set forth in School Code.
Compare MCL 380.1147 to MCL 388.1606{(4)(/){ii)

* 2015-16 and thereafter, child must be 5 by
September 1 or if 5 by December 1, parent can still
provide written notice of intent to enroll in K and
enroll child.

Teacher Certification revisited

* By law, required to use certified teachers and
counselors. mcL 388.1763(1)

* Penalty to district is salary paid to noncertified
teacher and NEW penalty to school official if
notified by MDE that employing noncertified
teacher/counselor and knowingly continue to
employ, then $1500 per incident. mcL38s.1763(2)

 Also a potential FTE penalty.

17
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-. - Civil Rights Data Collection Workshops - Registration is Open!

From: <info@mbpaaa.org>

To: L

Date: 9/22/2014 12:07 AM

Subject: Civil Rights Data Collection Workshops - Registration is Open!

Civil Rights Data Collection Training

Registration is open for the MPAAA sponsored Civil Rights Data Collection trainings!

EVERY public school and school district in the country - including public school academies - are
expected to submit their Civil Rights Data information for the 2013-2014 school year (yes, this collection will be
asking questions about the last school year!)

The MPAAA workshp will provide a deep dive into the U.S. Department of Education 2013-2014 Civil Rights
Data Collection (CRDC). We will review the table layouts and definitions as well as providing guidance on using
the website. We have scheduled workshops in the UP, Traverse City, Roscommon, Grand Rapids, Saginaw,
Flint, Huron ISD and Lansing - 9 locations, 15 workshops. There is sure to be one within driving distance faor
you!

The U S. Department of Education conducts the Civil Rights Data Collection (CRDC) in an effort to collect a
variety information about students and school districts. The information they request includes student enrolfment
and educational programs and services, disaggregated by racefethnicity, sex, limited English proficiency and
disability

Questions about the workshop may be directed to Maggie Bacon, Executive Directar, Michigan Pupil Accounting
and Attendance Association. Email: mbacon@mpaaa.org. Phone:

View the complete announcement here:

This emall was sent to R . 2 ¥ info@mpaaa.org
of Michigan Pupil Accounting and Attendance Association
1001 Centennial Way Suite 400

Lansing, Ml 48917
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