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Pre-Reporting Procedures

Foundation School Program

Calendars Tracks

e Calendar Tracks must accurately reflect the actual school days taught for the reporting period prior to generating the Six-Week District
Summary Attendance Report.

e Calendars must be updated immediately for missed school days.
e Calendar changes requiring board approval must be scheduled as soon as possible.

* Failure to update calendar track(s) to reflect actual school days taught for the reporting period prior to generating the Six-Week District Summary
Attendance Report will result in near settle-up differences or in audit adjustments.

e Calendars must be divided into six approximately equal reporting periods.
* Itis recommended that you divide the number of school days in the school year by six and keep reporting periods within 3 days of this result.

e Charters Schools with multiple campuses have multiple tracks
e Multi-Track/Multi-Track Charters may or may not start out with identical calendars
e Each Campus Track will have a unique campus track number.
e During the school year, changes to school days that only affect one campus track will change the ADA/FTE formula for that one campus track only.
L L B e e
Campus DEVH REPORTING PERIOD |Waiver Minutes

1 2 3 4 5 6

001-801-001 0 180 30 30 30 30 30 30 75600
001-801-041 0 176 28 26 27 32 33 30 75600
001-801-101 0 176 28 26 27 32 33 30 75600
001-801-002 0 190 32 32 30 31 33 32 75600
001-801-002 1 190 32 32 30 31 33 32 75600

* All calendar tracks must provide 75,600 school day minutes or have an approved waiver on file.
e Calendar track school day minute information will be submitted on the Summer PEIMS submission.

* TEA will make adjustments to funding on the “final” Summary of Finances (SOF) for charter schools that are not in compliance with the 75,600
minute requirement.



Pre-Reporting Procedures

e The Student Attendance Accounting Handbook (SAAH), Section Il requires that the
charter school’s student attendance accounting software include specific
information on the six-week audit reports.

It is the Superintendent’s responsibility to make sure that the Six-Week Track Student
Detail; Campus Summary and District Summary Reports meet the audit
requirements.

* The charter school’s Attendance Procedures Manual should have a process for
generating and reviewing the Six Week Track Student Detail; Campus Summary and
District Summary Reports, specifically:

An effective system of internal controls in place in order to maintain data integrity and the
ability to produce, for audit purposes, all required documentation.

A process that involves teachers, counselors, Principals, and Special Program Directors in the
review of the Six-Week Track Student Detail reports and Campus Summary Reports.

A process that ensures that the data totals from the Six-Week Track Student Detail reports
reconcile to the respective totals on the Six-Week Campus Summary Report, and

A process that ensures that the data totals from for all Six-Week Campus Summary Reports
reconcile to the respective totals on the Six-Week District Summary Report.

If attendance is checked consistently throughout the year problems can be resolved as they
occur and will result in quality data for the PEIMS submissions.



FSP Six-Week District Summary Report

* Charter Schools are required to submit data from their local Student Attendance Accounting System’s Six-Week District Summary Reports for
each six-week reporting period.

Foundation School Program

School | SCHOOL DAYS PER [Total School Day and

Track Days | REPORTING PERIOD ONE DISTRICT
12 3 45 6 SUMMARY REPORT

001-801-001 0 180 30 30 30 30 30 30 75600
001-801-041 0 176 28 26 27 32 33 30 75600 PER REPORTING
001-801-101 0 176 28 26 27 32 33 30 75600 PERIOD
001-801-002 0 190 32 32 30 31 33 32 75600
001-801-002 1 190 32 32 30 31 33 32 75600

e This data includes:
e The earliest beginning and latest ending dates of the reporting period for all tracks
e Program days
e Average Daily Attendance (ADA)
* Excess Contact Hours
¢  Full-Time Equivalent (FTE) Data

* Depending on your Student Attendance Accounting System, some special education instructional arrangement values may need to be manually
totaled before being entered.

* 41-42 Resource Room

e 43-44 Mild/Moderate/Severe

* 81-89 Residential Care and Treatment
e 91-98 Off Home Campus

* Depending on your Student Attendance Accounting System you may need to calculate Pregnancy Related Services (PRS) ADA.
FORMULA : PRS ADA = PRS FTE/.2936.



Question

 Which new data elements from your Six-Week District Summary
Report are you required to enter this school year?
e Days and Excess Contact Hours

e Days, Contact Hours, and Excess Contact Hours
 Program ADA and FTE
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 Which new data elements from your Six-Week District Summary
Report are you required to enter this school year?
e Days and Excess Contact Hours

e Days, Contact Hours, and Excess Contact Hours
e Program ADA and FTE




FSP Six-Week District Summary Report

e The FSP Six-Week District Summary Report is an online form for submitting
attendance data from your Student Accounting System’s Six-Week Audit
Reports.

 The accuracy of data entered is entirely dependent on the quality of the data
in your local Student Attendance Accounting System, your charter school’s
report review procedures and internal controls.

* A new report cannot be created if all previous Six-Week District Summary
Attendance Reports are not in an approved status.

* You will be able to enter and save data, but you not be able to submit data
from the FSP Six-Week District Summary Report.

e Data from the FSP Six-Week District Summary Report may be submitted by
going to the ADA Projection Report.




Question

 What actions can be performed from the FSP Six-Week District
Summary Report?
e Enter data, save data, Submit to Superintendent
* Enter data, save data, Submit to TEA
e Enter data, save data, Go To ADA Projection Report
 None of the above
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FSP
Foundation School Program

e FSP Six-Week District Summary Report is due 10 calendar days after the

FSP Six-Week District Summary Report

last track completes the reporting period.

e Hypothetical Example:

REPORTING PERIOD
1 2

DISTRICT DISTRICT

SUMMARY |SCHOOL SUMMARY | SCHOOL
CAMPUS  [TRACK | BEGIN END DUE DAYS | BEGIN END DUE DAYS
001-801-001 0| 8/22/2016] 9/30/2016] 10/10/2016 30| 10/3/2016| 11/4/2016|11/14/2016 30
001-801-041 0/8/15/2016| 9/23/2016] ) 28| 9/26/2016|10/28/2016 26
001-801-101 0/8/15/2016| 9/23/2016| \ 28| 9/26/2016|10/28/2016 26
001-801-002 o| 8/8/2016] 9/28/2016] | 32| 9/29/2016| 11/2/2016 32

EARLIEST
START DATE
THIS
REPORTING
PERIOD

DATE THIS

PERIOD

LATEST START

REPORTING




Data Errors

e Displayed in Red

e Beginning and Ending Date for the reporting period are required

e Begin date cannot be prior to July 1

* Enter the earliest begin date of all tracks this reporting period
* Enter the latest end date of all tracks this reporting period

e From previous example for multi-track school:

* Begin Date = 08/08/2016 . teadsvpiranha.tea.state.tx.us says: § t
* End Date =09/30/2016

Students accrue days in whele or half days only. Decimal values can only
be .0, .5 or no decimal place. Please double check your report and make
L4 Days sure you are entering Days and not ADA, Contact Hour or FTE values,

e Can only have a decimal value of 0 or .5

e Program days cannot exceed Total Eligible Days

e Blank Fields

* If you deleted a value from a field and the value is supposed to be zero, please enter a 0, do not leave it blank otherwise
you will get an error.

e Saving Data
e Some errors will not allow you to save the report



Foundation School Program

Data Errors

Beginning and Ending Date Errors

/ [ Foundation School Prog: X '\ ST || ] ||

&« C Y | @ https;//teadsvpiranha.tea.state.tx.us/fsp_int wDistyr | B O @ B & % :
t Apps Y Bookmarks (] TEA (3 School Districts [ Finance (] Nora [J Home By Google Translate G Google " TEA Help Desk

TeExAs EDUCATION AGENCY TEA Home | TEA Search | TEA Locator | TEA Divisions

FSP Development user: de101827

Foundation School Program CALVIN NELMS CHARTER SCHOOLS County-District Number: 101837 School Year: 2016 - 2017
District Profile Programs School District State Aid Reporis [Exit]

Yahoo! [ AskTED Home Printable Menthly Ca

'SP Home = Programs > Charter Schools > Six-Week Report Detail

Six-Week Report Detail

+ Data was not saved. 4 validation error(s) found.
» Report Begin Date can not be Empty
€3  © Roport Begin Date can not be before: 7/1/2016
- Report End Date can not be Empty
+ Report Begin and End Date can not be the same
Status:  New Last Updated: Last Updated By:
Contact Information
Approving Superintendent (Required) Program Contact {Optional)
First Name: |Ronald First Name: Fens
Last Name: Nelms Last Name: Jones
Email: [rnelms@cnchs.net Email:  |djones@etchs.net
Phone: [(281) 398-8031 Phone:  |(903) 753-9400

Six Week Summary

Attendance Data

Error User Comments Admin Comments
Days In Membership: 12100
Total Days Absent: 1089
Total Days Present: 11011
Total Ineligible Days: o

Total Eligible Days: 11011
Total Refined ADA: 367.033
Total Special Education FTE 20.648
Total CATE FTE 67.778
Regular ADA: 278.607
Eligible Days Bilingual/ESL: 500
BIL/ESL Refined ADA: 16.7

40 - Special Ed. Mainstream Eligible Days: 450
Special Ed. Mainstream Refined ADA: 15.0

Pregnancy Related Services (PRS) Eligible Days:
Pregnancy Related Services (PRS) ADA:

Pregnancy Related Services (PR

o
o

) FTE: ]
Gifted and Talented Enrollment o
0

Gifted and Talented Max




Data Errors

Program Days Exceed Total Days Eligible

Foundation School Program

G Google

A Help Desk [ Yahoo!

«a [ Home B Goc
TEA Home | TEA Search | TEA Locator | TEA Divisions

Development Users antosen?

Foundation School Program CALVIN NFILMS CHARTFR County District Numbes: 101837 School

Districi Profile Programs  School District Stale Aid Reporis

€) - b wecks Reports form saved successfully, however, the form s not complete until all requircd data has becn entered and errors are corrected.
+ Bilingual/ESL Eligible Days is yrealer than Tolal Eligible Days, You will not be allowed Lo send Ure report unlil Uhis error is corrected,
3  updated: 92372016 5 o Last Lpdated By: d
‘ontact Informatian
Super t (Regquired)
First N
Last Name:  Nelme
Email:

Phone:

5ix Week Summary

= End Date: 5/28/201 Due Cate: 10/

Begin Date: |0/15/2016

Attendance Data Data Histary

Days In Membershio:

Tatal Days Absent:

Total Days Present:

otal Inehgible Days: g

Taal Eligile Days: 11001
nments please provide an

Tatal B, 267033 ater

Tolal Specsl E 20648

Total CATE FTE §0.556

Regular ADA 295829

Eigitle Daye Bilingual/ESL:

BIL/ESL Refined ADA:

40 - Special Ed. M gibie Days:

ream

Ed. Maimstream Refined ADA:

Pregnancy Related Sen

5]} Eligible Days:

Pregnancy Related S {PRS) a0

Fregnancy Related Services

Gilted and Talented Enrolime:

Gifted and Talented May

Baingual/ESL
% is grester than Totsl L

will not be allo:
| this error is




Data Warnings

Foundation School Program

e Displayed in Blue
e Material Increase and Decrease Warnings
* Designed to help identify gross data entry errors and significant changes in the data.
* A warning does not indicate the value is incorrect.
e A warning means that the value needs verification, double check or a second look.
e Absence of a warning does not mean the data is accurate.

Home [y Google Transate 5 Google 3 TEA Help Dk [ Yahoo! [ AskTED Home ) Printable Monshly ¢
h | TEA Locatar | TEA Divition

Development

County District Number: 101837 Schoel Year: 2016 . 2017
[Exit]




Data Warnings

* Warnings will disappear if data is revised and no longer meets the validation criteria.

* Warnings require brief user comments
* For example, “Increased /Decreased enrollment. Value has been verified and is accurate”.
e Forexample, “Added new campus or grade levels. Value has been verified and is accurate”.
e For example, “Growth in program participation. Value has been verified and is accurate”.
* Do not need to justify the value with lengthy explanation.
* If you enter a user comment but then change the data and the warning has disappeared, please delete the user comment before
saving the report.
* Save will be allowed with warnings displayed.
* Go To ADA Projection button will be disabled if all required user comments are not entered.

T @BO®A 8 %

1000
285,000

There are 5 comments that need to be entered,




Data Warnings

Foundation School Program

e Days Taught Warning

“Refined ADA indicates that the average number of days for all tracks on this reportir‘rjq period are shorter than 25 days
or anc?er than 35 days. In the user comments please indicate the average number of days for all tracks in this reporting
period.”

* The Student Attendance Accounting Handbook (SAAH) requires that the calendar be divided into six approximately
equal reporting periods.

* You will get this warning if the system detects that your school days taught could be significantly outside of the
parameter.

* Please check for data entry error in Membership Days and Days Absent fields.
* Please check for data entry error in the Total Refined ADA field.
* |f there is not a data entry error, then provide the average number of days taught for all tracks in this reporting period.

Six Week Summary

End Date: 9/29/2016 Cue Cate: 10/9/2016

Period: 1 Begin Date: 8/15/2016

Attendance Data

Error User Commments Adrin Comments

Crays In Membership: 12100
Tatal Days Absent 1089
Total Days Prasent: 11011
Total Ineligible Crays: ]
Tatal Eligible Days: 11011

* Refined ADA indicates that the average number of davs
for all racks on this reporting period are shorter than 25

Total Refined DA 00 days or longer than 35 davs. In the user commients please
indicate the average number of days for all tracks in this
reporting penod.

Tatal Special Education FTE 20,648
Tatal CATE FTE 50.556
Regular A0A: 228,795
Eligibla Days Bilingual/ESL: 1000
BIL/ESL Refined ADA: 16.7
40 - Special Ed. Mainstream Eligible Days: 450
Speaal Ed. Mainstream Refined ADA: 15

Pregnancy Related Services (PRE) Eligible Days:
Pregnancy Related Services (PRS) ADA:
Pregnancy Relsted Services (PRE) FTE:

Gifted and Talented Enrollment

Gifted and Talanted Max

¥ o [a]e oo



Foundation School Program

Data Warnings

e Maximum Enrollment Warning

“The ADA and Percent of Attendance indicates that the charter school MAY BE in violation of the approved maximum
enrollment. In the user comments please provide an explanation.”

* Please check for data entry error in Membership Days and Days Absent fields.
* Please check for data entry error in the Total Refined ADA field.

If there is not a data entry error, then check daily membership counts for the reporting period to see if your charter
exceeded the approved maximum enrollment on any day.

For any day in the reporting period in which the charter school exceeded the maximum enrollment the Superintendent
must take immediate action to change the ADA eligibility codes of all students in excess of the approved amount

based on the date of enrollment (last enrolled/first ineligible). If space becomes available at a later date, eligibility may
be reinstated in the order in which students became ineligible.

;or guidﬁlnce on the appropriate ADA eligibility codes please refer to the Student Attendance Accounting Handbook,
Section lll.

If the charter school did not exceed the maximum enrollment on any given day, in the user comments please state,
“the charter school has not exceeded the maximum enrollment this reporting period” and TEA will follow up.

For questions about the maximum enrollment approved for your charter school, please contact the Division of Charter
School Administration at 512-463-9575.



U FSP

Krsr i Question

 What should you check if you get the Days Taught or the Maximum
Enrollment warning?
e Check for data entry error in Membership Days
e Check for data entry error in Days Absent
e Check for data entry error in Total Refined ADA
* None of the above
All of the above



U FSP

Question

 What should you check if you get the Days Taught or the Maximum
Enrollment warning?
e Check for data entry error in Membership Days
e Check for data entry error in Days Absent
e Check for data entry error in Total Refined ADA
 None of the above
All of the above




System Calculated Values

e Dark Gray Shaded Fields

* |f these values do not reconcile to your charter school’s Student
Attendance Accounting System’s Six-Week District Summary Report, then
you have incorrectly entered data in one or more fields.

 Rounding variances within .01 are okay.

e Avoid date entry errors by double checking and triple checking that FSP
values in the darker gray shaded areas reconcile to your system’s Six-Week

District Summary Report.




ADA Projection Report

The Six-Week District Summary Report must be submitted from the ADA Projection Report.
Charter Users can only submit (to Superintendent) reports in a Saved status.

District Approvers can only submit (to TEA) reports in a Saved status or Submitted to
Superintendent status.

Review highlighted rows for reasonableness, accuracy, and missing data.

The values used to update the Summary of Finances (SOF) report are found on the Average
Column.

The Submit to Superintendent button will not be active until the charter user checks the
assurance of accuracy, authenticity, and completeness.

The Submit to TEA button will not be active until the District Approver checks the assurance of
accuracy, authenticity, and completeness and the acknowledgement of the minimum 75, 600
minutes or waiver requirement.

The ADA Projection Report may also be accessed from the FSP Charter School landing page,
but users will not be able to submit a Six-Week District Summary Report if the report is
accessed from the FSP Charter School Landing Page.




Foundation School Program

ADA Projection Report

[ Foundation Schoal Prog: X e || = [Ep] 32

&« C {Y | & https//teadsvpiranha.teastate teus/fsp_integration/CharterSchool/CharterSchoolProjectionDetail. aspx?SchoolYear= 2017 &Districtd= 015801 T ﬂ O @ E 9 % H

Apps o Bookrnarks (O] TEA [ School Districks (O3 Finance (O] Nors 0 Home By Google Translate & Google 2 TEAHelp Desk | vahoo! [ AskTED Home

Printable Monthly Ca

W TeExAas EDUCATION AGENCY TEA Home | TEA Search | TEA Locator | TEA Divisions

Development user: dsotsant

Foundation School Program PORVIDA ACADEMY County-District Number: 015801 School Year: 2016 - 2017

District Profile  Programs  School District State Aid Reports [Exit]

FSF Homs > Programs > Charter Schools = ADA Projection Report

ADA Projection Report

[ | Estimate | 1st Six Weeks | 2nd Six Weeks | 3rd Six Weeks | 4th Six Weeks | 5th Six Weeks | 6th Six Weeks | Average |
Status Approved Approved approved Approved Approved Saved

Status Date 6/16/2016 9/20/2016 9/20/2016 9/20/2016 9/20/2016 9/25/2016

Begin Date - 8/1/2016 8/1/2016 8/1/2016 9/28/2016 12/1/2016

End Date - 9/15/2016 10/12/2016 10/16/2016 10/15/2016 2/16/2017

Attendance Data

Days in Membership - 3000 40000 3000 9000 300000 300000 3111667
Total Days Absent - 900 4000 900 900 0 o 1116.7
Total Days Present - 8100 36000 100 s100 900000 900000 310050
Total Ineligible Days - 0 0 il il 0 0 il
Total Eligible Days - 8100 36000 8100 8100 300000 300000 310050
Total Refined ADA 247.12 270 1z00 270 270 34000 34000 11668.3
Bilingual/ESL Eligible Days - 0 0 i i 0 o 0
BIL/ESL Refined ADA 0.006 0 0 ] ] 0 0 ]
Special Ed. Mainstream Eligible Days [Code 40) - ] ] 0 0 0 ] 0
special Ed. Mainstream Refined ADA 14.871 0 0 [ [ 0 0 [
Pregnancy Related Services (PRS) Eligible Days - 200 100 0 0 0 o s0
Pregnancy Related Services FTE 0.668 1.957 0.979 ] ] 0 0 0.489
Gifted and Talented Enrolled 0 ] ] 0 0 0 ] 0
Gifted and Talented Max 0 0 0 [ [ 0 0 [
Career and Technology Education (CATE) Data

w1 FTE 11.77 0 0 0 0 0 0 0
vz FTE 11.142 ] ] 0 0 0 ] 0
3 FTE 4.901 ] ] il il 0 ] il
w4 FTE 0.136 o o [ [ 0 o [
s FTE 0 o o i i 0 o i
w6 FTE 0 o o 0 0 0 o 0
Total CATE FTE 28.009 0 0 [ [ 0 0 [
Special Education Data

00 Speech Therapy FTE 0.036 0 0 0 0 0 0 0
01 Homebound FTE 0 o o 0 0 0 o 0
02 Hospital FTE 0 ] ] il il 0 ] il
08 Vocational Class FTE 28.009 ] ] 0 0 0 ] 0
30 State School FTE 0 0 0 [ [ 0 0 [
41-42 Resource Room FTE 4.46 o o 0 0 0 o 0
43-44 Mild/Mod/Severe FTE 0.006 0 0 [ [ 0 o [
45 Full Time Early Childhood FTE 0 ] ] 0 0 0 ] 0
81-89 Residentisl Care & Treatment FTE 0 ] ] il il 0 ] il
91-98 Off Home Campus FTE 0 o o 0 0 0 o 0
Total Special Education FTE 4.501 0 0 [ [ 0 0 [
Regular Program ADA 214.611 270 1zo0 270 270 34000 34000 11668.333
attendance Percentage 80.25 90 90 90 90 100 100 93.333




Revisions and Resubmissions

* Once a report has been submitted to TEA you will not be able to make changes to
the report.

e Minor errors will be corrected with the PEIMS submission.

e Requests for major revisions and resubmissions must come in the form of a letter
from Superintendent to the Charter School Administrator and must include:

e Detailed description of what caused the error.
e Corrective action plan with a documented process to avoid future errors.

* An explanation of how the erroneous data will jeopardize the finances and the continued
operation of the school.

e |[n order to avoid date entry errors, it is critical that you:

* Make sure that the dark gray shaded fields of the FSP District Summary Report reconcile to your
Student Attendance Accounting System’s report.

e Review and understand the warnings of the District Summary Report before proceeding the ADA
Projection Report.

e Review and understand any differences between the current report and the prior report(s) of the
bolded rows of the ADA Projection Report before Submitting to TEA.
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