
MOISD Pup il 

Ac c o unting  

Up d a te  Fa ll 2014
SEPTEMBER 24, 2014



Co unt Da y Ove rvie w

 Co unt Da y is whe n a ll p ub lic  sc ho o ls in Mic hig a n ta lly the  numb e r o f 

stud e nts a tte nd ing  the ir sc ho o ls.

 Co unt info rma tio n is c ritic a l to  d istric ts b e c a use  e a c h stud e nt 

tra nsla te s into  sta te  fund ing . 

 LEA a nd  ISD sta te  a id  is b a se d  o n the  numb e r o f stud e nts le g a lly 

e nro lle d  o n o r b e fo re  c o unt d a y. 

 Pup ils must b e  in a tte nd a nc e  a nd  re c e ive  instruc tio n in a ll c la sse s o n 

the  c o unt d a y. If a  stud e nt is no t in a tte nd a nc e , the y ma y b e  

c o unte d  if the y re turn within:

 30 c a le nd a r d a ys fo r e xc use d  a b se nc e  fo llo wing  c o unt d a y

 10 sc ho o l d a ys fo r une xc use d  a b se nc e  fo llo wing  c o unt d a y

 45 d a ys fo r suspe nd e d  stud e nts fo llo wing  c o unt d a y

 No te : Lo c a l d istric ts d isting uish b e twe e n e xc use d  a nd  une xc use d



Co unt Da y Ove rvie w
 If sc ho o l is c a nc e le d  o n c o unt d a y d ue  to  c o nd itio ns no t within the  

c o ntro l o f sc ho o l a utho ritie s, with the  a p p ro va l o f the  Sta te  
Sup e rinte nd e nt, a  sc ho o l must use  the  ne xt d a y the  sc ho o l is in se ssio n. 

 Fa ll c o unts o c c ur o n the  first We d ne sd a y in Oc to b e r a nd  re p re se nt 90% 
o f sta te  fund ing . Sp ring  c o unts o c c ur o n the  se c o nd  We d ne sd a y in 
Fe b rua ry a nd  re p re se nt 10% o f sta te  fund ing . 

 2014-15 Co unt Sc he d ule  (a lso  p o ste d  o n my we b  p a g e )

 Fa ll: Co unt Da y Oc to b e r 1, 2014. MSDS up lo a d  d ue  No ve mb e r 5, 2014 a nd  
c e rtific a tio n is d ue  No ve mb e r 12, 2014. Aud it Pa c ke ts d ue  to  my o ffic e  b y 
No ve mb e r 19, 2014.

 Spring : Co unt Da y Fe b rua ry 11, 2015. MSDS up lo a d  d ue  Ma rc h 18, 2015 a nd  
c e rtific a tio n is d ue  Ma rc h 25, 2015. Aud it Pa c ke ts d ue  to  my o ffic e  b y Ap ril 1, 
2015.

 “Co unt Pe rio d ”  a s it re la te s to  a tte nd a nc e  is d e fine d  a s the  we e k prio r to  
c o unt d a y, the  we e k o f c o unt d a y, a nd  the  fo ur we e ks a fte r c o unt d a y. Six 
we e ks to ta l. 



Wha t is the  “Pup il Ac c o unting  

Pro c e ss”?

Wha t Is Yo ur Ro le ?

 Me e t with yo ur d istric t Pup il 

Ac c o unting  (PA) 

c o o rd ina to r, Te c h Dire c to r, 

Princ ipa l, a nd  o the r re le va nt 

sta ff to  d e te rmine  who  

sho uld  ha ve  rig hts to  ha nd le  

stud e nt info rma tio n in e a c h 

d a ta b a se . 

 De te rmine  who  is 

re spo nsib le  fo r c o mple ting  

a ud it fo rms. 

 Re g a rd le ss o f yo ur ro le , it is 

impo rta nt to  c o mmunic a te  

fre q ue ntly with o the rs. 

Kno w Yo ur Pup ils

 It is c ruc ia l to  und e rsta nd  the  

thre e  po pula tio ns (po ps) o f 

stud e nts in PA, a s we ll a s the  

nume ro us sub g ro ups. Yo u a re  

the  fro nt line  a nd  yo u kno w 

yo ur stud e nts b e st, whic h 

ma ke s yo u the  ultima te  pe rso n 

fo r re po rting  a c c ura te  d a ta . 

 Po p ula tio n I: Co nve ntio na l 

stud e nts p re se nt o n c o unt d a y.

 Po p  II: Co nve ntio na l pup ils 

a b se nt o n a ll o r pa rt o f c o unt 

d a y.

 Po p  III: No n-Co nve ntio na l 

p up ils.

Fe e d  Skywa rd  

 De ve lo p  a  syste m fo r 

ke e p ing  Skywa rd  c urre nt. 

• Exit stud e nts

• Id e ntify a lte rna tive  se tting s

• Up d a te  IEPs

• Ho me le ss

• Fre e / Re d uc e d

• Mig ra nt

• Pa rt-time  ho me  sc ho o l o r 

no n-p ub lic  p up ils

• Sc ho o ls o f Cho ic e  o r no n-

re sid e nt

 Upd a te  o fte n (we e kly) o r 

c o mmunic a te  ne c e ssa ry 

c ha ng e s to  yo ur Skywa rd  

pe rso n d uring  c o unt pe rio d .



Wha t is the  “Pup il Ac c o unting  

Pro c e ss”?

Co mmunic a tio n

 If yo u a re  no t the  pe rso n 

who  c o mple te s a  sub missio n 

fro m sta rt to  finish, the n 

c o mmunic a tio n is 

impo rta nt. Und e rsta nd  

whe re  e a c h p e rso n is in the ir 

ste p  o f the  pro c e ss. Fo r 

e xa mp le , if d a ta  ha s 

a lre a d y b e e n e xtra c te d  

fro m Skywa rd  a nd  a  

c ha ng e  ne e d s to  b e  ma d e , 

d o n’ t a ssume  tha t if yo u 

ma ke  the  c ha ng e  in 

Skywa rd  it a lso  c a rrie d  o ve r 

to  MSDS. 

Re a d  Yo ur Re po rts

 If yo u a re  re spo nsib le  fo r 

c re a ting  a  sub missio n, b ut 

a re  no t the  pe rso n who  

e nte rs d a ta  into  Skywa rd , 

yo u must se nd  the  e xtra c t 

re po rts to  sta ff who  

und e rsta nd  the ir stud e nt 

p o p ula tio ns. The y will b e  

a b le  to  ve rify if so me o ne  is 

missing  fro m a  re po rt. Te c h 

Dire c to rs mig ht no t kno w 

e ve ry Se a t Time  Wa ive r 

stud e nt, b ut so me o ne  in the  

fro nt o ffic e  mo st like ly d o e s. 

Ma ke  Co rre c tio ns

 Co mpa re  a nd  Co rre c t. Fo r 

e xa mple , lo o k a t the  e xtra c t 

re po rt “Spe c ia l Ed  

Co mpo ne nt”  a nd  c o mpa re  

it to  Ed Pla n (Ea syIEP). 

 Lo o k a t e a c h c o mpo ne nt 

tha t p rints in the  e xtra c t 

re po rt. Do  yo ur e nro llme nt 

numb e rs ma tc h?  

 If c o rre c tio ns a re  ne e d e d , 

no tify the  pe rso n who  

c o mple te s the  e xtra c t a nd  

te ll the m whe n yo u’ re  d o ne , 

the n a sk fo r a no the r e xtra c t.



Wha t is the  “Pup il Ac c o unting  

Pro c e ss”?



Wha t is the  “Pup il Ac c o unting  

Pro c e ss”?

Whic h Te c h?

 Skywa rd  = b a se  c a mp . This 

is whe re  a ll d a ta  o rig ina te s. 

If it’ s wro ng  a t the  sta te  

le ve l, it’ s p ro b a b ly wro ng  

so me whe re  in Skywa rd .

 Ma c o mb  = e rro r c he c ke r. 

Cre a te d  b y Ma c o mb  ISD 

a nd  ma d e  a va ila b le  to  

d istric ts to  e rro r c he c k d a ta  

prio r to  up lo a d ing  to  MSDS. 

CEPI p re fe rs this.

 MSDS = fina l ste p . Da ta  

sho uld  b e  c le a n a nd  re a d y 

to  b e  c e rtifie d . Ve rific a tio n 

re po rts a va ila b le . 

Uplo a d  & Re vie w

 Yo u’ ve  g o ne  thro ug h yo ur 

e xtra c t re po rts, yo ur e rro r-

c he c ke r re po rts, a nd  no w 

yo u’ ve  up lo a d e d  yo ur 

c o lle c tio n to  MSDS. No w it’ s 

time  to …

 Ve rify mo re  re po rts. Prio r to  

c e rtific a tio n, the re  a re  Da ta  

Sta g ing  Are a  re po rts tha t 

a llo w yo u to  se e  yo ur d a ta  

just like  CEPI will se e  it. PRINT 

THESE REPORTS. This is yo ur 

la st c ha nc e  to  ma ke  

c o rre c tio ns b e fo re  

c e rtific a tio n. 

Fo rms & Ce rtify

 Prio r to  c e rtific a tio n, 

c o mple te  the  fo rms fo r yo ur 

Aud it Pa c ke t. He re  a g a in 

yo u will Co mpa re  a nd  

Co rre c t. Use  the  De sk Aud it 

Che c klist to  d e te rmine  

whic h fo rms yo u ne e d . 

So me  a re  ma nd a to ry.

 Do  yo ur fo rms ma tc h wha t 

ha s b e e n re po rte d  in MSDS?  

If no t, ma ke  the  c o rre c tio n 

whe re  it’ s ne e d e d . Do  no t 

c e rtify until e ve rything  

ma tc he s. Co o rd ina te  with 

Te c h Dire c to r a s ne e d e d . 



Wha t is the  “Pup il Ac c o unting  

Pro c e ss”?  Yo ur thre e  b e st re so urc e s…

Pup il Ac c o unting  

Ma nua l

MSDS Co lle c tio ns 

Ma nua l

MOISD Pup il 

Ac c o unting  We b  Pa g e



Aud it Fo rms 

& Re vie w

The  MOISD Pup il Ac c o unting  we b  

pa g e  > Pup il Ac c o unting  Fo rms is the  

o nly p la c e  to  g e t c urre nt fo rms. 

Ple a se  d o  no t use  fo rms sa ve d  o n 

yo ur c o mpute r. Fo rms fro m the  we b  

pa g e  a re  in c o mplia nc e  with the  

mo st re c e nt le g isla tive  c ha ng e s.

Be g inning  this ye a r, o ld  fo rms 

sub mitte d  in Aud it Pa c ke ts will b e  

re turne d  fo r c o mple tio n o n c urre nt 

fo rms.



Aud it Fo rms & Re vie w

 De sk Aud it Che c klist

 Da te d  09/ 14 fro m we b  p a g e

 Upd a te d  fo rms inc lud e :
 2014-15 Ca le nd a r, Ho urs a nd  75% Atte nd a nc e

 Co o pe ra tive  Ed uc a tio n (Ca re e r Ce nte r) List o f Pup ils

 Ea rly/ Mid d le  Co lle g e

 No n-Pub lic  Pa rt-Time  & Ho me - Sc ho o l List o f Pup ils

 Pa rt-Time  List o f Pup ils

 Se a t Time  Wa ive r Fo rms

 Se c tio n 25e  FTE Ad justme nt Re q ue sts

 Virtua l, Dista nc e  Le a rning , Ind e pe nd e nt Stud y

 De sk Aud it Pro c e d ure s

 Risk Asse ssme nt

 Fie ld  Aud it 



Aud it Fo rms & Re vie w

 Wha t is g o ing  we ll?  

 Inc lud ing  a  De sk Aud it Che c klist with e a c h pa c ke t

 Co mmunic a tio n 

 Re spo nse s to  a ud it re po rts

 Wha t ne e d s imp ro ve me nt?

 Exiting  stud e nts in the  c o rre c t c o lle c tio n (a lso  o ve r-re po rting ) 

 Se nd ing  MSDS c e rtifie d  a nd  sig ne d  Alp ha  re p o rts

 Co d ing  Se a t Time  Wa ive r stud e nts in Skywa rd / MSDS

 Wa iting  to  c e rtify



Exa mp le  o f Ove r-Re p o rting



Wha t’ s Ne w?  Pa rt 1

 Da ys & Ho urs: Must p ro vid e  175 d a ys in 2014-15 a nd  1,098 hrs. No  PD.

 Da ys & Ho urs: Must p ro vid e  180 d a ys in 2016-17 a nd  1,098 hrs. No  PD.

 Da ys & Ho urs: Re sc he d ule d  d a ys o nly me e t 60% a tte nd a nc e .

 De ve lo p me nta l Kind e rg a rte n is a  two -ye a r p ro g ra m b e fo re  first 
g ra d e  a nd  is c o d e d  a s suc h. DK is NOT the  sa me  a s re te ntio n.

 Inc lud e  te a c he rs’  full le g a l na me s in Aud it Pa c ke ts.

 Aud ito r re q ue st fo r a d d itio na l d o c ume nta tio n must b e  se nt within 5 
d a ys. Ca nno t g ive  to  MDE if no t g ive n to  a ud ito r. 

 Se c tio n 25e  c ha ng e s a d d re sse d  la te r in this wo rksho p .

 Mo re  to  c o me  a fte r Se p te mb e r 30. 

 Gro up  sha re  MPAAA info rma tio n. 



Ea rly/ Mid d le  Co lle g e

Wha t is it?

Ea rly Mid d le  Co lle g e  (EMC) a llo ws 

a  pup il to  e a rn a  hig h sc ho o l 

d ip lo ma  while  a lso  e a rning  up  to  

60 tra nsfe ra b le  c o lle g e  c re d its 

to wa rd  a  fo ur-ye a r d e g re e  

(Mic hig a n hig he r e d uc a tio n 

institutio n). 

Thro ug h c o rre c t c o d ing  in MSDS, 

the  p up il is id e ntifie d  a s EMC a nd  

the ir c o ho rt is a d va nc e d  b y o ne  

ye a r, whic h b e c o me s the ir fifth 

ye a r o f stud y. During  this time , the  

pup il a tte nd s a t le a st o ne  hig h 

sc ho o l c la ss a nd  c o mple te s 

c o lle g e  c o urse s to wa rd  c o lle g e  

c re d its, a n a sso c ia te s d e g re e , o r 

a no the r a d va nc e d  c e rtific a te . 

Wha t it is NOT…

EMC is no t the  sa me  a s Dua l 

Enro llme nt.

• Dua lly e nro lle d  p up ils a re  

limite d  in the  numb e r o f 

c o urse s the y c a n ta ke . 

EMC p up ils a re  no t limite d  

d uring  the ir fifth ye a r. 

EMC is no t the  sa me  a s a  “ fifth 

ye a r se nio r.”  

• A fifth ye a r se nio r is a n 

a lte rna tive  e d  p up il who  

e nro lls fo r a  fifth ye a r to  

sa tisfy hig h sc ho o l 

g ra d ua tio n re q uire me nts 

o nly. 

Imp a c t…

The re  a re  GAD implic a tio ns: If a  

stud e nt c o mple te s only a  hig h 

sc ho o l d ip lo ma  in the  five  

ye a rs, the y will b e  c o nsid e re d  

“Off-Tra c k Gra d ua te d .”  

The re  a re  re po rting  

implic a tio ns: If a  stud e nt is 

re po rte d  a s EMC in o ne  

c o lle c tio n, b ut no t the  ne xt, 

the ir c o ho rt ye a r will d e c re a se  

b y o ne . Co d ing  stud e nts in 

Skywa rd  a nd  MSDS is c ruc ia l.



Ea rly/ Mid d le  Co lle g e
A pup il e nro lle d  a nd  a tte nd ing  a n Ea rly/ Mid d le  Co lle g e  hig h sc ho o l ma y b e  

c o nsid e re d  to  b e  a  full-time  e q ua te d  pup il if o ne  o f the  fo llo wing  a re  me t: 

Full Time

Co mb ine d  numb e r o f c la sse s 

a t the  HS a nd  po st-se c o nd a ry 

institutio n e q ua ls numb e r o f 

c la sse s p e r d a y a t the  HS 

ne e d e d  to  re a c h the  minimum 

ho urs fo r a  full-time  p up il. 

Ac tua l ho urs o f instruc tio n d o  

no t ne e d  to  b e  c o unte d .

Exa mp le : 2 HS c la sse s + 8 

c o lle g e  c re d its = 1.0 FTE 

Re d uc e d

Co mb ine d  numb e r o f c la sse s 
tha t the  pup il is e nro lle d  in a nd  
a tte nd ing  a t the  HS a nd  a t the  
po st-se c o nd a ry institutio n 
e q ua ls the  numb e r o f 
sc he d ule d  c la sse s pe r d a y a t 
the  HS ne c e ssa ry to  me e t the  
minimum instruc tio na l time  
re q uire me nts o f a  re d uc e d  
sc he d ule . Ac tua l ho urs o f 
instruc tio n d o  no t ne e d  to  b e  
c o unte d . 

Exa mp le : If full time  is 6 c la ss 
pe rio d s… the n 2 c la ss pe rio d s + 
6 c o lle g e  c re d its = full-time  
stud e nt o n a  re d uc e d  
sc he dule . (5 o ut o f 6 c la sse s)

Re d uc e d  w/ Tra ve l

The  sum o f the  a c tua l 

instruc tio na l ho urs a  p up il is 

e nro lle d  in a nd  a tte nd ing  a t 

the  HS a nd  a t the  po st-

se c o nd a ry institutio n plus the  

a c tua l tra ve l time  me e t the  

minimum numb e r o f ho urs 

re q uire d  to  me e t a  re d uc e d  

sc he d ule . 

No te : a c tua l ho urs o f instruc tio n 

must b e  c o unte d  in this 

sc e na rio . 



Ea rly/ Mid d le  Co lle g e

Ho w to  c o nve rt c o lle g e  c o urse  c re d it ho urs into  hig h sc ho o l c la ss 

e q uiva le nc y (b a se d  o n a  6-p e rio d  d a y):

Colle g e  Course  Cre dit Hours Hig h Sc hool Cla ss 

Equiva le nc y

1 – 2 1

3 1.5

4 2

5 2.5

6 3

7 3.5

8 4

9 4.5

10 5

11 5.5

12 6



Ea rly/ Mid d le  Co lle g e  

Co d ing  a nd  re po rting …

“No ”  is the  d e fa ult – must 

e d it this.

In the  Ed it sc re e n, c ha ng e  the  

Ea rly/ Mid d le  Co lle g e  b o x to  Ye s. 

Sa ve .



Ea rly/ Mid d le  Co lle g e

Co d ing  a nd  re po rting …



Ea rly/ Mid d le  Co lle g e

MSDS

 The  stud e nt-le ve l ta b  will lo o k like  

this o nc e  up lo a d e d  to  MSDS…

Ve rifying  in MSDS

 Imp o rta nt! Ve rify tha t EMC 

stud e nts ha ve  b e e n re po rte d  

c o rre c tly in MSDS b y p ulling  a  

Pro g ra m Pa rtic ipa tio n re po rt fro m 

the  Da ta  Sta g ing  Are a  in MSDS:



Ea rly/ Mid d le  Co lle g e

Imp o rta nt! Use  a c c ura te  e xit c o d e s – the y will a ffe c t yo ur 

Gra d ua tio n/ Dro p  Out ra te s.

 Exit c o d e  40 = Gra d ua te d  fro m a  Mid d le  Co lle g e  with b o th a  hig h 

sc ho o l d ip lo ma  a nd  a n Asso c ia te s De g re e  o r o the r a d va nc e d  

c e rtific a te

 Exit c o d e  41 = Gra d ua te d  fro m a  Mid d le  Co lle g e  with o nly a  hig h sc ho o l 

d ip lo ma

 This is whe re  the  pup il will b e  c o nsid e re d  “Off Tra c k Gra d ua te d ”  in GAD ra te s.





Se a t Time  Wa ive rs (STWs)

Wha t is it?

STWs a llo w a  d istric t to  o ffe r p up ils 

a c c e ss to  o nline  le a rning  o p tio ns 

witho ut physic a lly a tte nd ing  sc ho o l. 

The  STW pro g ra m is a ppro ve d  b y 

b o th the  MDE a nd  the  lo c a l d istric t’ s 

Bo a rd  o f Ed uc a tio n prio r to  

imp le me nta tio n. Atte nd a nc e  is 

me a sure d  b y the  numb e r o f p up il lo g -

ins. Pa rtic ipa tio n is me a sure d  b y 

we e kly inte ra c tio n b e twe e n the  

me nto r te a c he r a nd  p up il. Mo re  o n 

tha t so o n…

Wha t it is NOT…

STWs sho uld  no t b e  c o nfuse d  with 
Se c tio n 5-O-A o f the  PAM (Virtua l 
Le a rning , Dista nc e  Le a rning , a nd  
Ind e pe nd e nt Stud y). No r sho uld  a  
STW b e  c o nfuse d  with Se c tio n 5-O-D 
(Exp a nd e d  Online  Le a rning ). The se  
two  se c tio ns o f the  PAM re q uire  
stud e nts to  physic a lly a tte nd  sc ho o l 
a t so me  po int in the  d a y. 

The  type s o f STWs o pe ra te d  b y MOISD 
lo c a l d istric ts d o  no t re q uire  stud e nts 
to  physic a lly a tte nd  sc ho o l (with the  
e xc e p tio n o f so me  ma nd a to ry 
te sting ).



Se a t Time  Wa ive rs (STWs)

Atte nd a nc e  Me tho d  # 1

 The  p up il is p hysic a lly p re se nt fo r 
sc he d ule d  o n-site  instruc tio n a t the  
sc ho o l site  o n c o unt d a y o r the  first d a y 
a fte r the  c o unt d a y tha t the  p up il is 
sc he d ule d  fo r o n-site  instruc tio n. The  p up il 
must a tte nd  o ne  p e rio d  fo r e a c h c o urse  
sc he d ule d  und e r the  se a t time  wa ive r, 
a nd  e a c h p e rio d  must re p re se nt the  
a mo unt o f time  re q uire d  fo r the  c o urse  if 
d e live re d  tra d itio na lly. Fo r a  p up il who  is 
a b se nt o n c o unt d a y, the  a tte nd a nc e  
re q uire me nt ma y b e  sa tisfie d  if the  p up il 
re turns to  sc ho o l within 10 sc ho o l d a ys o f 
a n une xc use d  a b se nc e  o r within 30 
c a le nd a r d a ys o f a n e xc use d  a b se nc e .

Atte nd a nc e  Me tho d  # 2
 The  p up il lo g s into  a t le a st o ne  p ro g ra m-

sp o nso re d  o nline  c o urse  sho wn o n his o r 
he r c la ss sc he d ule  o n c o unt d a y, a nd  
the n lo g s into  a t le a st o ne  p ro g ra m-
sp o nso re d  o nline  c o urse  sho wn o n his o r 
he r c la ss sc he d ule  o n nine  se p a ra te  d a ys 
d uring  the  30-d a y c o unt p e rio d , fo r a  
to ta l o f 10 lo g ins o n se p a ra te  d a ys. Whe n 
using  this me tho d  fo r me e ting  the  
a tte nd a nc e  re q uire me nt, the  p up il must 
lo g  in o n c o unt d a y a nd  nine  (9) 
a d d itio na l c a le nd a r d a ys d uring  the  
c o unt p e rio d . Fo r a  p up il who  ha s a n 
e xc use d  a b se nc e  o n c o unt d a y, the  
p up il must c o mp le te  a  lo g in o n e a c h o f 
te n (10) d a ys within 30 c a le nd a r d a ys o f 
c o unt d a y. The  d istric t ma y no t c la im a ny 
FTE fo r a  p up il with le ss tha n te n (10) lo g ins 
o n se p a ra te  d a ys, inc lud ing  c o unt d a y.



Se a t Time  Wa ive rs 

(STWs)

Pa rtic ipa tio n: Two -wa y inte ra c tio n b e twe e n the  te a c he r 

o f re c o rd  a nd  pup il must o c c ur a t le a st o ne  time  pe r 

we e k fo r e a c h we e k o f the  fo ur-we e k c o unt pe rio d . No  

FTE sha ll b e  g ra nte d  if the  pa rtic ipa tio n re q uire me nt is 

no t me t. No te  the  spe c ific  p a rtic ipa tio n c a le nd a r. 

Atte nd a nc e : If using  Atte nd a nc e  me tho d  # 1 (p hysic a lly 

a tte nd e d  o n c o unt d a y), p ro vid e  a  sig ne d  c o py o f 

te a c he rs’  a tte nd a nc e  (10/ 30 d a y rule  a pp lie s). If using  

me tho d  # 2 (100% o nline ), p ro vid e  pro o f o f 10 lo g -ins o n 

10 se pa ra te  d a ys (10/ 30 d a ys rule  a pp lie s). 



Se a t Time  Wa ive rs (STWs)

 Do c ume nting  p up ils in the  Aud it 

Pa c ke t: 

 Do c ume nting  Pa rtic ip a tio n in the  

Aud it Pa c ke t:



Se a t Time  

Wa ive rs

Co d ing  a nd  Re po rting …

It is ma nd a to ry to  re po rt a ll Se a t Time  

Wa ive r (STW) p up ils in MSDS. To  d o  

so , the y must b e  c o d e d  c o rre c tly. 

This c a n b e  d o ne  in Skywa rd  o r b y 

a d d ing  the  c o mpo ne nt to  e a c h 

stud e nt ind ivid ua lly in the  Ma c o mb  

Erro r Che c ke r. If yo u skip  d o ing  it in 

Skywa rd  o r Ma c o mb , the n it must b e  

d o ne  in MSDS (b y a d d ing  the  

c o mpo ne nt ind ivid ua lly to  e a c h 

stud e nt p rio r to  c e rtific a tio n). 



Se a t Time  

Wa ive rs

Whe n using  Skywa rd , g o  into  the  Ed it 

sc re e n und e r the  NCLB ta b . Cha ng e  

the  d e fa ults to  Ye s in the  Alte rna tive  

Ed  a nd  Se a t Time  Wa ive r Pa rtic ipa nt 

b o xe s. Sa ve . 



Se a t Time  

Wa ive rs

Whe n yo ur Sta te  Re po rting  e xtra c t is 

run o ut o f Skywa rd , lo o k fo r a  re po rt 

c a lle d  Pro g ra m Pa rtic ipa tio n 

Co mpo ne nt. If yo u c o d e d  the  STW 

pup ils c o rre c tly, yo u will se e  c o d e s 

9220 a nd  9229. 

This c o mb ina tio n o f c o d e s te lls CEPI 

tha t yo u ha ve  a  STW pro g ra m. 



Se c tio n 25e  “Mo ne y Fo llo ws the  

Stud e nt”

 Lo ts o f ne w sta ff. Pla n a  re fre she r tra ining  o r d o e s e ve ryo ne  still ha ve  
p re se nta tio n fro m la st ye a r a nd  re a d y to  he lp  the  ne w fa c e s?  

 Ho w d id  the  summa ry re p o rts wo rk la st ye a r?  Still wa nt me  to  se nd  
my up d a te s?

 Ne w this ye a r: 

 Aud ito rs c a n e d it FTE a nd  First Da y in Atte nd a nc e . This is g re a t ne ws. Will c ut 
d o wn o n d e nie d  re q ue sts. 

 MOISD lo c a l d istric ts will no t b ill e a c h o the r with the  e xc e p tio n o f a lte rna tive  
e d uc a tio n stud e nts. If the  stud e nt re c e ive d  is id e ntifie d  a s Alte rna tive  
Ed uc a tio n, Virtua l Sc ho o l, o r Se a t Time  Wa ive r, a nd  tha t MOISD lo c a l d istric t is 
id e ntifie d  a s o ne  o f tho se  p ro g ra ms in the  EEM, the n yo u ma y b ill tha t lo c a l 
d istric t. It is yo ur re sp o nsib ility to  fo llo w a ll o f the  Se c tio n 25e  rule s whe n 
sub mitting  a  re q ue st. 

 Se c tio n 21f (Exp a nd e d  Online  Le a rning ) c la sse s d o  no t c o unt in Se c tio n 25e  
re q ue sts. 



Se c tio n 25e  “Mo ne y Fo llo ws the  

Stud e nt”

 Se c tio n 25e  wind o w o p e ns o n No ve mb e r 19, 2014. 

 Distric ts must re q ue st tra nsfe r o f FTE within 30 da ys a fte r the  stude nt 
e nrolls (first d a te  o f a tte nd a nc e ). The re  a re  o nly two  e xc e p tio ns:

 Exc e p tio n 1: C la ims fo r Oc to b e r 2 thro ug h No ve mb e r 12 (Fa ll Ce rtific a tio n) 
ma y b e  sub mitte d  up  to  30 c a le nd a r d a ys a fte r No ve mb e r 12 (De c e mb e r 
12, 2014 d e a d line  – no  e xc e p tio ns fo r b re a ks)

 Exc e p tio n 2: La st d a y to  re q ue st tra nsfe r is Fe b rua ry 10, 2015 (Sp ring  c o unt is 
Fe b rua ry 11)

 Just like  la st ye a r, p la n a he a d  fo r winte r b re a k. The  30-d a y rule  d o e s no t 
e xte nd  d ue  to  b re a ks. C la im stud e nts a nd  se nd  pa pe rwo rk b e fo re  le a ving . 

 Do  no t se nd  b irth c e rtific a te s a nd  so c ia l se c urity c a rd s. 

 Re me mb e r to  c e rtify yo ur SRMs with the  Se c tio n 25e  c o mp o ne nt a d d e d . This 
wa s the  mo st c o mmo n e rro r in a ll d istric ts la st ye a r. Se c o nd  mo st c o mmo n: 
Ha rd  c o py re q ue st no t ma tc hing  MSDS re q ue st. 



Gra d ua tio n & Dro p  Out Ra te s 

(GAD)

Wha t Is It?  

To  c o mply with the  No  Child  

Le ft Be hind  (NCLB) Ac t o f 2001, 

Mic hig a n mo ve d  to  a  

me tho d o lo g y in whic h a  

g ra d ua tio n ra te  inc lud e s o nly 

"o n-time " g ra d ua te s who  e a rn 

re g ula r d ip lo ma s within fo ur 

ye a rs o f e nte ring  hig h sc ho o l.

C lo c k b e g ins to  tic k whe n first 

id e ntifie d  a s 9th g ra d e . Stud e nts 

a re  id e ntifie d  in the  Ge ne ra l 

Co lle c tio ns thro ug h MSDS 

(Fa ll/ Spring / EOY c o unts). 

PA Imp a c t

The  sc o pe  o f GAD is a c tua lly 

muc h la rg e r tha n Pup il 

Ac c o unting ; ho we ve r, wha t 

yo u re po rt in the  thre e  

c o lle c tio ns is the  b ig g e st 

d e te rmina tio n in ho w yo ur ra te s 

a re  c a lc ula te d . Think a b o ut:

 Ra c e / Ethnic ity

 Ge nd e r

 Fre e / Re d uc e d

 Spe c ia l Ed

 Ho me le ss

 Exit sta tus

Ho w a c c ura te ly yo u re po rt ha s 

a  hug e  imp a c t o n ra te s.

Yo ur Ro le

Yo u kno w yo ur stud e nt 

po pula tio ns the  b e st. Yo u kno w 

whe n c irc umsta nc e s c ha ng e , 

so  it’ s impo rta nt to  

c o mmunic a te  to  the  pe rso n 

who  upd a te s info rma tio n in 

Skywa rd  whe ne ve r a  stud e nt’ s 

situa tio n c ha ng e s. 

Exit stud e nts. This is a  b ig  o ne . 

Ma ke  sure  the  e xit d a te s ma ke  

it into  MSDS. Exiting  the m in 

Skywa rd  is no t e no ug h – it ha s 

to  b e  re po rte d  in MSDS. 



Gra d ua tio n & Dro p  Out Ra te s 

(GAD)

 Ea c h Aug ust, CEPI o p e ns a  Stud e nt Re c o rd  Ma inte na nc e  (SRM) 

wind o w so  tha t d istric ts c a n c o rre c t e xit c o d e s o r e xit summe r 

g ra d ua te s (o r e ve n fo rg o tte n stud e nts) fro m tha t p re vio us sc ho o l 

ye a r o nly. The  wind o w sta ys o p e n fo r a b o ut a  mo nth. During  this 

time , d istric ts c a n re vie w p re limina ry GAD ra te s a nd  id e ntify stud e nts 

tha t ne e d  c o rre c te d  fro m the  p re vio us sc ho o l ye a r a nd  o ld e r sc ho o l 

ye a rs. Only a ud ito rs c a n c o rre c t o ld e r sc ho o l-ye a r d a ta  (with b a c k-

up  d o c ume nta tio n).

 Ea c h Oc to b e r, the  wind o w o p e ns fo r a ud its. I will b e g in mine  o n 

Oc to b e r 20, 2014. Aud its wra p  in De c e mb e r. Fina l GAD ra te s a re  

p ub lishe d  in mid  Ja nua ry. 



SPECIAL REQUESTS FROM THE 

AUDIENCE

 Re q ue ste d  Pup il Ac c o unting  to p ic s to  d isc uss (in o rd e r o f mo st 

re q ue ste d  to  le a st):

 MSDS

 Da ys & Ho urs

 SOC /  Re sid e nc y 

 Se c tio n 25

 Sp e c ia l Po p ula tio ns (Ho me b o und , Re d uc e d  Sc he d ule )

 Cha ng e s to  c urre nt rule s

 Sp e c ia l Ed

 Re q ue ste d  Skywa rd  to p ic s (in o rd e r o f mo st re q ue ste d  to  le a st):

 Sta te  Re p o rting  

 Tha t’ s it!



Re so urc e s

My we b  pa g e  is a  o ne -sto p  sho p  fo r ha nd y links to  Pup il 

Ac c o unting ! Che c k o ut the  rig ht-sid e  o f the  pa g e  fo r 

links to  the  PAM, CEPI, a ud iting  ma nua ls, ho me le ss, b e st 

p ra c tic e s, e tc . 



SKYWARD & MSDS
INTERACTIVE SESSION



Do you 
enter 
student 
data into 
Skyward?

Are you a Tech 
Director?

Time to 
communicate 
on a weekly 
basis!

The Pupil Accounting & Technology Connection  
Tech extracts 
State Report

Tech sends 
reports to PA 

staff

PA staff 
verifies 

contents of 
report

PA staff 
communicates 

changes

Tech and/or 
PA staff make 

changes

SKYWARD
Weeks 1 through 6*

Tech pulls 
reports from 
MSDS Data 
Staging Area

Tech sends 
reports to PA 

staff

PA staff verifies 
contents of 
reports

PA staff 
communicates 

changes

Tech makes 
changes in 
MSDS

MSDS
Weeks 7 and 8*

*Example. Length of time spent in each 

system is at the local district’s discretion.



School Year: 

Count: Fall 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

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) 

______ Section 105/105c, 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

______

______ 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:  

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

LEA USEHIGH SCHOOL DESK AUDIT CHECKLIST

Seat Time Waiver Packet (students, schedules, mentor contact, and log-ins)

District:

Each line will contain 

either a check mark or 

'N/A'.

REQUIRED DOCUMENTATION FOR PUPIL MEMBERSHIP DESK AUDIT

Building:

Early/Middle College List of Pupils



School Year:  

Fall 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

______ 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)

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 Form w/ releases for current year students only

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

______

______ 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

REQUIRED DOCUMENTATION FOR PUPIL MEMBERSHIP DESK AUDIT

Seat Time Waiver Packet (students, schedules, mentor contact, and log-ins) 6th through 8th grade

Special Ed. Cooperative agreements for 105c (if applicable)

DS-4061 - one per building (district  DS-4061 can be printed from MSDS

Each line will contain 

either a check mark or 

'N/A'.

Count:

MIDDLE SCHOOL DESK AUDIT CHECKLIST LEA USE

District:

Building:



ELEMENTARY SCHOOL DESK AUDIT CHECKLIST

Fall 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

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

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

Seat Time Waiver Forms (lists of students & mentor contact) 6th grade only

LEA USE

Building:

REQUIRED DOCUMENTATION FOR PUPIL MEMBERSHIP DESK AUDIT

District:

Count:

School Year:  

Each line will contain 

either a check mark or 

'N/A'.



Count: Fall 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)

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

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

Seat Time Waiver Forms (lists of students & mentor contact)

ALTERNATIVE ED.  DESK AUDIT CHECKLIST

Building:

REQUIRED DOCUMENTATION FOR PUPIL MEMBERSHIP DESK AUDIT

LEA USE

District: School Year:  

Each line will contain 

either a check mark or 

'N/A'.



MOISD BUILDING DESK AUDIT CHECKLIST

Fall 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

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

ISD PROGRAMS

District:

Please provide the documents that are applicabl

Building:

REQUIRED DOCUMENTATION FOR PUPIL MEMBERSHIP DESK AUDIT

School Year:  Mecosta-Osceola Intermediate School District

Count:

Each line will contain 

either a check mark or 

'N/A'.
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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 105c 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.   If a pupil 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. 
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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  

Comments H M L 

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 

assessed as follows: 

Overall Risk  

Assessment 

Building Risk Assessment High Moderate Low 

Pop I – Conventional pupils present on count day    

Pop II – 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%
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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. 

 
 

BUILDING-WIDE PROCEDURES 

Number of 

Errors 

Performed 

By 

1. Determine that the building adheres to district count procedures as 

identified on the local district planning form, and obtain the 

appropriate documentation. 

  

2. 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 

Errors 

Performed 

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 III (All Other Unique Situations)   

A.  ALTERNATIVE EDUCATION PUPILS    

General   

• No high school diploma or GED   

• 16 years old if with adult participants   

Special Education   

• Pupil less than age 26   

• No high school diploma    

• Pupil sixteen years old if with adult participants   

Learning Labs   

• Class offered for credit   

• Scheduled for specified number of lab hours per week   

• Certificated teacher was present at all times   

• Sign-in sheets and teacher attendance records support 

minimum hours 

  

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

Special Education   

• Written, voluntary agreement between educating 

districts 

  

Career and Technical Education/Vocational Education   

• Classes taught/monitored by certificated teacher 

employed by the district 

  

• Pupil is enrolled   

• Classes offered for credit   

• General Education pupil is less than 20 years of age; 

Special Education pupil is less than 26 years of age 

  

• 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   

• At least two non-consecutive hours of instruction   

• Through inquiry, verify instructional materials 

provided by district 

  

• Class was offered for credit and placed on pupil’s 

transcript 

  

• FTE prorated to actual hours of instruction   

Expelled under mandatory expulsion law   

• Two nonconsecutive hours     

• Through inquiry, verify instructional material provided 

by district 

  

• Class was offered for credit and placed on pupil’s 

transcript 

  

D.  HOMEBOUND/ HOSPITALIZED PUPILS   

• Physician written certification   

• Instructional hours provided    

• Through inquiry, verify instructional material provided 

by teacher 

  

• Class was offered for credit   

E.  NON-PUBLIC PART-TIME & HOME   SCHOOLED 

PUPILS 

  

AT PUBLIC SCHOOL:   

• Non-essential elective courses – grades 1-12   

• Classes were also available to regular public school 

pupils as part of their minimum hours of instruction 

  

• Course Length and grading system similar to course 

offered to public school pupils 

  

• Instruction during regular school day   

• Instruction was provided by certificated teacher 

employed by district  
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• Attendance was taken   

AT NON-PUBLIC SCHOOL SITE:   

• Instruction taking place within the boundaries of the 

public school district or contiguous district 

  

• Instruction was provided by certificated teacher 

employed by the district 

  

• Course also available at the public school to regular 

public school pupils 

  

• Course length and grading system similar to course 

offered to public school pupils 

  

• Course provided restricted to nonessential elective 

courses – grades 1-12 

  

• Attendance taken and records maintained   

• Home-schooled pupil is resident of public school 

district providing instruction 

  

F.  PART-TIME PUPILS   

• Instructional hours scheduled were less than minimum 

requirement (1098) 

  

• Consider risk pupil is a nonpublic pupil   

• FTE calculation   

G-A.  POSTSECONDARY (DUAL) ENROLLMENT and 

POSTSECONDARY CAREER & TECHNICAL PREP 

PUPILS 

  

• Enrolled and attending at least one district class   

• District paid tuition and fees (if required)   

• Special requirements for electronic class   

• Class 50% within academic year   

• Only two courses for 5
th

 year pupils unless middle 

college 

  

• FTE calculation   

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

the following:  

  

• Combined enrolled and attended classes equal to 

number of high school classes for full-time pupil; or 

  

• Combined enrolled and attended classes equal to 

number of high school classes for reduced schedule 

pupil; or 

  

• 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 

  

• Pupil met the postsecondary institution’s definition of a 

full-time college pupil 
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H.  REDUCED SCHEDULE PUPILS   

• High school pupil   

• Approvals – signed and dated   

• Best educational interest   

• Minimum required instructional hours scheduled and 

provided 

  

I.  SCHOOLS OF CHOICE   

• Signed cooperative agreement for 105c Special 

Education pupils 

  

• District compliance with State School Aid Act 

certification 

  

• 5% penalty for noncompliance   

J.  FORMER ISD SCHOOL OF CHOICE OR FORMER 

SECTION 91 OR 91a PUPILS 

  

• No additional audit testing required   

K.  SPECIAL EDUCATION EARLY CHILDHOOD 

PROGRAMS & SERVICES 

  

• Count date IEP   

• Bona fide program with minimum days and hours   

• Enrolled/attendance   

• FTE calculation   

L.  SPECIAL EDUCATION PUPIL TRANSITION 

SERVICES  

  

All Work-Based Transition Services Pupils   

• Enrolled/attendance           

• Assigned to special education teacher employed by 

educating district 

  

• FTE calculation   

Work Activity Center-   

• Deviated wage portion of pupil activities less than 50% 

of instructional time 

  

• If actual instruction time is less than 50%, FTE 

adjustment 

  

Transition/Community Living Experience (TCLE)   

• Training Plan and Training Agreement   

• TCLE pupil monitored by designated special education 

teacher 

  

• Visited by certificated staff every 30 days   

M.  SPLIT SCHEDULE PUPILS   

• Number of instructional hours accurately computed by 

district 

  

• FTE calculation   
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N.  SUSPENDED AND EXPELLED PUPILS     

Short-term, in-school, suspensions   

• Absent per teacher’s record   

• Supervised by certified teacher and attendance where 

pupil served 

  

Long-term suspensions   

• Attendance where pupil served   

• Instruction by certified teacher   

• Credit toward diploma   

Permanently expelled pupils   

• Alternative Education pupils – See Section A   

• Home-Based pupils – See Section C   

O-A.  VIRTUAL HIGH SCHOOL & DISTANCE 

LEARNING PUPILS 

  

• Pupil meets eligibility requirements   

• Board approved academic class   

• Credit was offered for credit   

• Course counts as one class   

• Teacher of record identified   

• On-site mentor assigned to pupil   

• District paid tuition and fees   

O-B.  SEAT-TIME WAIVER PUPILS   

• Pupil meets eligibility requirements   

• Enrollment in participating district and in attendance 

on count day 

  

• District provided a course specific class schedule for 

current count period 

  

• Pupil logged into at least one class on count day and 

additional 9 calendar days during count period 

  

• Verify weekly documented two-way interaction 

between pupil and on-site mentor 

  

• Each course counts as only one class on schedule   

• On-site mentor assigned to pupil   

P.  WORK-BASED EDUCATION PUPILS        

Written count date training agreement    

• Pupil’s personal information          

• Employer’s information         

• Employer, school, pupil’s responsibilities   

• Date(s) of safety instruction   

• Beginning and end dates of agreement   

• Daily schedule   

• Workers comp and liability insurance   

• Required signatures   

Written count date training plan    

• 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 ________________________ 



Building:

Fall Spring

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

Authorized Representative's Signature Title of Authorized Representative Date

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

School Year:

Program:

AM PM

PUPILS ATTENDING COOPERATIVE EDUCATION PROGRAMS (MOCC)

an agreement exists between programs.

I certify that this is a true & accurate list of all pupils attending cooperative education programs reported for membership and also, 0.00

Resident pupils who attend one or more local school districts for cooperative education programs on the Fall or 

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:  

INSTRUCTIONS:

Age 

Requirements 

Met? Y/N

HS 

Diploma 

or GED? 

Y/N MOCC Course NamePupil Name Grade

Choose One

FTE Reported



School Year:

Count: Fall Spring

Class Split  

Total FTE

Student Name Reported

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

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

Date:

Rev. 9/14

Click here for guidance on early/middle college

Authorized Representative's Signature Title of Authorized Representative

GE students: < 20 years old + 

no HS diploma/GED?

SE students: < 26 years old + 

no HS diploma?

EARLY/MIDDLE COLLEGE ENROLLMENT  -  LIST OF ENROLLED PUPILS

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

District:

Building/Program:

# of College 

Credits

# of High 

School 

Classes

Verified - Answer with Y / N

Coded as  

Grade 11 

in MSDS?

Coded as 

3500 in 

MSDS?

Student on track to earn 

HS Diploma + Assoc 

Degree or Cert of 

Completion with ≤ 60 

credits?

Residency 

verified?

Counted as full-time (F) or 

reduced (R) schedule?

Meets definition of 

full-time college 

student?



  

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 
 

• 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. 

• 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 
 

• 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. 

• 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." 
Page 5 of 19 
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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 

Code 

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 

degree-granting college/university  

Graduated  

03 Graduated from an alternative program with a diploma  Graduated  

04 Graduated from general education and applied to a non-degree-

granting institution  

Graduated  

05 Completed general education with an equivalency certificate (GED) Other Completers 

06 Completed general education with other certificate  

(e.g., certificate of attendance, district competency test)  

Other Completers 

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 

withdraw from a district to attend an out-of-state cyber school or 

virtual school. 

Exempt  

15 Enrolled in nonpublic school. May also be used for students who 

withdraw from a district to attend a nonpublic in-state cyber school 

or virtual school. 

Exempt  

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 

kindergarten through 12th-grade (K-12) system  

Other Completers 

21 Special education - Reached maximum age and exited the K-12 

system  

Other Completers 

40 Graduated from a middle college with both a high school diploma 

and an associate degree or other advanced certificate 

Graduated  
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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.  



Fall

INSTRUCTIONS: List each nonpublic / homeschooled part-time pupil who participated in a nonessential public school course at a public school site. 

Y Y Y Y

1

2

3

4

5

6

7

8

9

10

11

12

13

14

Rev. 7/14

Click here for guidance on non-public part-time & homeschooled students

Count: Spring

District:

Bldg./Program:

0.00

0.00

0.00

0.00

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

LIST OF ENROLLED PUPILS

R
e

s
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t?
 Y

/N

0.00
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0.00

School Year:

0.00
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(1
-1

2
 o

n
ly

)

Pupil Name

MOCC - Allied HealthSample Student

Minutes 

per Day 

(passing 

time can be 

included)

0.00

0.00

0.00

Authorized Representative's Signature DateTitle

I certify that this is a true & accurate list of eligible nonpublic shared-time FTE memberships reported for State Aid.
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Meeting Times

12:03 - 2:55







 

                 OCTOBER 2014 
 

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

    
1 

 
2 
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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 

WEEK 1 

 WEEK 1  WEEK 2  

 WEEK 2   WEEK 3

 WEEK 3   WEEK 4

 WEEK 4 
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Title Date

Rev. 9/14 Click here for Seat Time Waiver Guidance

Category 
(choose one)

Authorized Signature

School Year:  

  Count Date:

Pupil Name G
ra

d
e

INSTRUCTIONS:

ISD / District:

Bldg./Program:

Course Title(s)

Program
(choose one) Answer Y or N

I 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.

MECOSTA-OSCEOLA ISD       SEAT TIME WAIVER  -  LIST OF ENROLLED PUPILS

Complete this form for all pupils educated under a seat time waiver. List ALL classes for which the student is scheduled and 

enrolled. Please indicate requirements with a Y/N. A COPY OF LOG-IN ACTIVITY FOR THE STW COUNT PERIOD MUST 

ACCOMPANY THIS PACKET.
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Fall

Pupil's Name:

 

 

Date

Click here for Seat Time Waiver guidance

Rev. 8/14

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

INSTRUCTIONS:

Mentor:

MECOSTA-OSCEOLA ISD       SEAT TIME WAIVER             

MENTOR INSTRUCTIONAL TIME FORM

Bldg/ 

Program:

Contact Type (Check Box)

F
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O
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o
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e
r

ISD / District:

Count: Spring

Signature of Mentor 

School Year:

Grade:

Complete the report below for each pupil in grades 6-12 educated under a seat time 

waiver. There must be two-way contact between student and certified mentor at least 

once per week during the STW count period.  
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Date

Rev. 8/14

Click here for Virtual/IS/DL guidance

VIRTUAL LEARNING, DISTANCE LEARNING & INDEPENDENT STUDY (VL/DL/IS)

District:

Building/Program:

1. Virtual computer/Internet course at the 

school  (K-12*)                                                     

2. Distance Learning (K-12)                                

3. Independent Study (9-12) Must complete 

pink columns also

Count Date:

If Non Traditional Method 

is also Self Scheduled 

Time and Place, complete 

this section too

Course Title(s)G
ra

d
e

T
O

T
A

L
 F

T
E

School Year:

Authorized Signature Title

Complete this form for all pupils enrolled in VL/DL/IS classes. More than one line may be used for each pupil. Please 

indicate requirements with a Y/N. Postsecondary (Dual) Enrollment virtual classes should be listed on the Postsecondary 

(Dual) Enrollment Form. 

I certify that this is a true and accurate list of pupils enrolled in VL/DL/IS classes.

INSTRUCTIONS: 

Non Traditional Method
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