PUPIL ACCOUNTING

REQUIRED DOCUMENTATION CHECKLIST

ELEMENTARY SCHOOL
All Forms Must Be Signed and Dated

___District Planning Form (only one needed for the district if all schools are listed)

___MSDS DS-4061 (listing FTE’s by grade and totals for the district)
___Alpha List Verification (alpha by grade and alpha by building) from student management system, must 
include, at a minimum, the following:

· District and Building Name

· Pupil’s legal name

· Pupil’s street address, city, state and zip code
· District pupil identification number (could be different than the MSDS UIC)
· Date of birth
· Residency status ( resident or nonresident)
· Name or school code of resident district for nonresident pupils

· Name and school code of education district for resident pupils educated for some or all of the day in a district other than the district of residence

· Pupil’s grade level or program classification
· Total FTE for each pupil, including the breakdown between general education and special education, if applicable.  FTE may be rounded to the nearest tenth or hundredth, at the district’s discretion, provided there is consistency throughout the district
· FTE total for the building/program – general education, special education, grade levels totaled, and grand total FTE
· Signed and dated by the building principal

· Pop.  II and III pupils are identified or provided on separate lists.
___Worksheets A & B

___Verification Statement

___Birth Certificate Verification

___Add/Transfer/Drop List

___District/Building Calendars (including Kindergarten schedules if different from 1-12)

___Scheduled Days of Instruction for Kindergarten 
___Scheduled Days of Instruction for 1-12 & Special Education
___Scheduled Hours of Instruction for Kindergarten 

___Scheduled Hours of Instruction for1-12 & Special Education
___Scheduled Clock Hours of Professional Development
​​​___Proof of 75% Attendance

___Master Schedule of Teachers (room numbers, class times, lunch breaks)

___Attendance Policies (Include electronic policy if applicable)
___Suspension and Expulsion Log
___Count Day Absence Form
___Home Based Pupil List
___Home Based Teacher Log 
___Homebound & Hospitalized Pupil List with Dr. note
___Homebound & Hospitalized Teacher Log 
___Nonpublic Part-Time Pupils and Home Schooled Pupil
___Part-Time Pupils

___Reduced Schedule Pupils

___Schools of Choice List with enrollment forms for students new during this count
___Split-Schedule Pupils
___Suspended and Expelled Pupils

___List of Homeless Students
Return this form with your required paperwork. If an item does not pertain to your building, you can note “NA” next to that item.  Each line item should contain either a “check mark” or “NA”.  The principal’s signature verifies that all required forms have been submitted and that the line items marked as “NA” do not apply to this program.

_________________________________

_______________

Principal’s Signature




Date 
PUPIL ACCOUNTING

REQUIRED DOCUMENTATION CHECKLIST

MIDDLE SCHOOL 

All Forms Must Be Signed and Dated
District Planning Form (only one needed for the district if all schools are listed)

___MSDS DS-4061 (listing FTE’s by grade and totals for the district)
___Alpha List Verification (alpha by grade and alpha by building) from student management system, must 

include, at a minimum, the following:

· District and Building Name

· Pupil’s legal name

· Pupil’s street address, city, state and zip code

· District pupil identification number (could be different than the MSDS UIC)

· Date of birth

· Residency status ( resident or nonresident)

· Name or school code of resident district for nonresident pupils

· Name and school code of education district for resident pupils educated for some or all of the day in a district other than the district of residence

· Pupil’s grade level or program classification

· Total FTE for each pupil, including the breakdown between general education and special education, if applicable.  FTE may be rounded to the nearest tenth or hundredth, at the district’s discretion, provided there is consistency throughout the district
· FTE total for the building/program – general education, special education, grade levels totaled, and grand total FTE

· Signed and dated by the building principal

· Pop.  II and III pupils are identified or provided on separate lists.

___Worksheets A & B

___Verification Statement

___Birth Certificate Verification

___Add/Transfer/Drop List

___District/Building Calendars 
___Scheduled Days of Instruction for 1-12 & Special Education
___Scheduled Hours of Instruction for1-12 & Special Education
___Scheduled Clock Hours of Professional Development
​​​___Proof of 75% Attendance

___Master Schedule of Teachers (room numbers, class times, lunch breaks)

___Attendance Policies (Include electronic policy if applicable)
___Suspension and Expulsion Log
___Count Day Absence Form

___Home Based Pupil List
___Home Based Teacher Log 
___Homebound & Hospitalized Pupil List with Dr. note
___Homebound & Hospitalized Teacher Log 
___Nonpublic Part-Time Pupils and Home Schooled Pupil

___Part-Time Pupils

___Reduced Schedule Pupils

___Schools of Choice List with enrollment forms for students new this count
___Split-Schedule Pupils

___Suspended and Expelled Pupils

___List of Homeless Students
Return this form with your required paperwork. If an item does not pertain to your building, you can note “NA” next to that item.  Each line item should contain either a “check mark” or “NA”.  The principal’s signature verifies that all required forms have been submitted and that the line items marked as “NA” do not apply to this program.

_________________________________

_______________

Principal’s Signature




Date 
PUPIL ACCOUNTING

REQUIRED DOCUMENTATION CHECKLIST

HIGH SCHOOL

All Forms Must Be Signed and Dated
___District Planning Form (only one needed for the district if all schools are listed)

___MSDS DS-4061 (listing FTE’s by grade and totals for the district)
___Alpha List Verification (alpha by grade and alpha by building) from student management system, must 

include, at a minimum, the following:

· District and Building Name

· Pupil’s legal name

· Pupil’s street address, city, state and zip code

· District pupil identification number (could be different than the MSDS UIC)

· Date of birth

· Residency status ( resident or nonresident)

· Name or school code of resident district for nonresident pupils

· Name and school code of education district for resident pupils educated for some or all of the day in a district other than the district of residence

· Pupil’s grade level or program classification

· Total FTE for each pupil, including the breakdown between general education and special education, if applicable.  FTE may be rounded to the nearest tenth or hundredth, at the district’s discretion, provided there is consistency throughout the district
· FTE total for the building/program – general education, special education, grade levels totaled, and grand total FTE

· Signed and dated by the building principal

· Pop.  II and III pupils are identified or provided on separate lists.

___Worksheets A & B

___Verification Statement

___Birth Certificate Verification

___Add/Transfer/Drop List

___District/Building Calendars 
___Scheduled Days of Instruction for 1-12 & Special Education
___Scheduled Hours of Instruction for1-12 & Special Education
___Scheduled Clock Hours of Professional Development
​​​___Proof of 75% Attendance

___Graduation Requirements

___Board Approved List of Classes


___Master Schedule of Teachers (room numbers, class times, lunch breaks)


___Attendance Policies (Include electronic attendance policy if applicable)

___Suspension and Expulsion Log
___Count Day Absence List 

___Alternative Education Pupils
___Learning Labs
___Career and Technical Education (CTE) Program/Vocational Education Program Lists
___Home Based Pupil List
___Home Based Teacher Log

___Homebound & Hospitalized Pupil List with Dr. note
___Homebound & Hospitalized Teacher Log
___Nonpublic Part-Time Pupils and Home Schooled Pupils

___Part-Time Pupils

___Postsecondary (Dual) Enrollment and Postsecondary Career and Technical Preparation Pupils

___Reduced Schedule Pupils/ Request and Approval Form
___Schools of Choice with enrollment forms for students new this count
___Special Education Pupil Transition Services

___Split-Schedule Students

___Suspended and Expelled Students


___Virtual Learning, Distance Learning and Independent Study Pupil List /Proof of Payment if Applicable


___Seat Time Waiver List of Enrolled Students


___Seat Time Waiver Students Record of On-Line Log Ins


___Seat Time Waiver Mentor Instructional Time Form

___Work-Based Learning Experiences Pupils
___CTE Approved Work-Based Learning Agreement
___CTE Approved Unpaid In-District Work-Based Learning Agreement
___Non-CTE Work-Based Learning Agreement
___Work-Based Training Plan 
___Work-Based Learning for Special Education Pupils
___Experiential Learning Courses List of Pupils

___LINKS Program List of Pupils

___List of Homeless Students
Return this form with your required paperwork.  If an item does not pertain to your building, you can note “NA” next to that item.  Each line item should contain either a “check mark” or “NA”.  The principal’s signature verifies that all required forms have been submitted and that the line items marked as “NA” do not apply to this program.

_________________________________

             _______________

Principal’s Signature



  
Date 

