New ISD Auditor
Training

Barbette Lane — Wexford-Missaukee ISD
MPAAA Fall Conference
September 13, 2010

Agenda

* Desk Audit Preparation

e Desk Audit

¢ Field Audit Preparation

¢ Field Audit

e AuditWrap Up

* Narratives

* Graduation/Dropout Review
e Comments/Questions




Key Materials

 Pupil Accounting Manual -
http://www.michigan.gov/mde/0, 1607,7-140-6530_6605-22360--,00.html

¢ Pupil Auditing Manual —
http://www.michigan.gov/mde/0,1607,7-140-6530_9091_48553---,00.html
* Michigan Pupil Accounting and Attendance
Association (MPAAA) — mpaaa.org
» Other resources:
> Center for Educational Performance and Information
(CEPI) — www.michigan.gov/cepi
° Michigan Student Data System (MSDS) —
http://www.michigan.gov/cepi/0,1607,7-113-986_50502---,00.html
° Michigan Department of Education (MDE) —

www.michigan.gov/mde

o Other ISD Auditors

Desk Audit Preparation

e Training
> Hold monthly meetings???
o Training/workshop to explain upcoming audits
* Make sure you have access to MSDS as an
Auditor
° http://www.michigan.gov/documents/cepi/MSDS_security _agree
ment_260258_7.pdf
e Assist in preparing locals
o MSDS uploads
> Reports (next slide screenshot of staging reports)
o Certifying




MSDS -Data Staging Area
Staging Reports

Select a report:

12th Grade Graduate Summary

Adult Ed alpha List

Alpha List (Pupil Membership)

Alpha List (Pupil Member=ship) with FTE = 0O
Alpha List for Download

Exit Status Count

Gender/Race/Ethnicity Count

General Collection Summary Report
Srade or Setting with Age Data

Missing Student Report €
Frimary Dizability Count

Program Participation Count
Residency Status Count

Staging FTE Summary Report
Staging Summary

Student Attendance Summary
Student Count by FTE Status
Student Count per Grade or Setting

Select a report: -

Select a format: EI

Run Report

One Report |
require all my
districts to run
and | also run.This
report shows

students that you
reported last
count and not

current count.

Desk Audit Preparation

e Establish Timelines with Local Districts (AppendixA)
> When data must be uploaded into MSDS
> When data must be certified in MSDS
> When documentation is due to you for audits




MSDS Timelines

Appendix A
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Desk Audit

* General information (age 10)

» Every LEA/PSA, every count

 Statement of Independence (Page 64) (Appendix B)
Comeplete Annually
If conflict, delegate/supervise
ISD program must be independent

> Required documentation

Separate packet for each level (Appendix C)
* More thorough
* LEA/PSA knows what to expect

* Something missing — request for office or at field
audit




Statement of Independence
Appendix B
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Desk Audit (continued)

* Alpha List (Appendix D)
o From LEA/PSA software and MSDS

> Compare Student Information System (SIS) Alpha List
to MSDS List

MSDS Alpha List

* Review age (MSDS will calculate)

* Compare FTE totals to DS-4061

* Pop Il - Absent (noted on separate list/alpha)
* Pop Il (notes on separate list/alpha)

* FTE not greater than 1.00

Alpha List

Appendix D
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Desk Audit (continued)

 Alpha list additional items (page 11)
> Highlight FTE less than 1.00
Highlight Special Education
Highlight Residency
Highlight Pop Il for sample
Highlight Pop Il for sample
* UIC/MSDS (page I1)
> Run UIC Conflict Detection Report under Audit FTE
> Send letter (to ISD Auditor and Local LEA)
Attach list of FTE conflicts (Appendix E)

o

o

o

o

FTE Conflict detention

Appendix E

*, *% Center for Educational Performance and Information

Cortied Dats

Resident District| Status | Adjust | Claim
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Desk Audit (continued)

* Special Education (page 11)
> Compare Worksheet A/B to MSDS
> Total each Worksheet A/B (Appendix F)
> Compare Worksheet B to DS-406 |
> Resolve any discrepancies
* General Education
> Review Pop Il categories
CTC
Homebound/Home Based
Independent Study
Seat Time Waiver (STW)
etc

Special Education Worksheet A/B

Appendix F

W
Worksheet B: Section 52 - Basic Classroom Programs

Directions: This form must be
Imserted into your papl
and  cogy.
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Desk Audit (continued)

» Additional K-12 information (page 12)
> Verify alternative education (16-19 yr old programs)
> Section 24 (Gen. Ed/Sp Ed)(Pupil Accounting Manual 4-6 (K)

* Residency (page 12)

> Verify residency figures on DS-406|
¢ Schools of Choice
e Evaluate results

° Large number of errors

Desk Audit (continued)

e Calendar (page 7)

> Review days (no minimum but stay tuned and can not
be less days than 2009-2010 school year)

> Review daily clock hours (1,098 minimum)

> Review Professional Development (38 hr. max.)

(Pro-rated hours for K programs that are not full day everyday)

* Planned and Actual Days & Clock Hour Reports
o http://www.michigan.gov/mde/0,1607,7-140--66897--,00.html
> DS4168B - April 15
o DS4168 - July I5
> 75% Attendance Report




Field Audit Planning

* Preparation
¢ Pupil Auditing Manual, forms & guidelines

o Audit rotation (Appendix G) (page 6)
High Schools every 2 years
Middle Schools every 4 years
Elementary Schools every 4 years
* May be more often depending on risk assessment

Audit Rotation Sample Form

Appendix G
Audit Schedule Cycle for 2006-2011
Building: Sapt Sopt07 | Feb 08 | Sept08 | Febod | Sopt0n | Feb10 | Sept10 | Feb 11 Commants
ML Maris A;t. En ] B 1 x : % - »-;qnnﬁ-u
Mt Meavria H.S. x X Hew Staff 07
Mt Morris Jr. HE. X x HNerw Stalf 0T
Cantral Elem. x x Mo longer K-17th Fall 09
Mantague Elern. x X
Moore Elermn. x x
Pinahurst Elem. X X
Swirtz Croek Academy (AL ; : x o . I x
Swartz Creek H.S x x

Eield audit requirements per MDE
+ High School must be field audited once every 2 yrs. F Local Educating Agenices
+ Middle School and Elementary must be field audited once every 4 yrs, B Public School Acadmies
Closed or not audited for FTE
B0 Cycin e}
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Field Audit Preparation

* Notification of Audit
> Send notice to Pupil Accounting Contact
o Specify date and time
o List buildings
o Provide list needed for audit not collected at the desk
audit

Official attendance record (Include Attendance
Books/Electronic Attendance ABC'’s)

Proof of residency

Pop Il support documentation

Field Audit Risk Assessment

* Complete a Building Risk Assessment (page 8)
(Appendix H)

* Determine sample size for each population
percent of students based on Risk Assessment
* Determine student selection

» Complete field audit Sample Summary &
Analysis Form (Page 45) (Appendix I)

* Round each sample up to the next whole
number of students

11



Building Risk Assessment Form

BUILDING RISK ASSESSMENT FORM — FOR ISD FIELD USE Appendlx H
District: Building:
Scheol Year: Count
Completed by Audit Date:

Fall Spring

Instructions: This form may be used o document the assessment of risk of those

buildings/programs that will be field audited, Generally, the higher potential for errors,
higher the risk that the pupil membership counts is not ac Consider the risk factors listed
below (High [H]. Moderate [M], Low [L]), and place a check in the space beside factors that

signilicantly nfluence the risk for the au

Risk Factor
n M L C
1. The results of the prior field and desk andits,
{Error rules over 5% are high risk.}
2. The elfectiveness of district count procedures
of district 1 igned Lo
1 count data (per Local District
rm perienced stafl generally
a lower risk.)
quency of pupil absentecism noted
count period. (High absentecism
rally reflects a higher risk. )
5. umber of non-conventi
the building. (Larger
| conventional pupils reflects a higher risk.)
Bascd on the Torgoing considerations, the risk for this bulding is Overall Risk
1 as follows: A
[ ] ing Risk A High Adod Laow
Conventional p o ot diay
[ Pop Il -~ Conventional p o all or part of county day
(1T}
il Risk High Aol Laow
Pop | — C, ol pupils present on count day 15% 10%a 2%
[ Pop 11 — Conventional pupils shsent on all or pant of count day 20 15% 0%
[ Pop 11T~ Non-C ional pupils 200 15% | 10%

Sample Summary & Analysis

Appendix |

Sy and Ayt
Sample Surmmary and Anatysis
SAMPLE SUMMARY AXINANALYSIS Page 2

Taach sample s selociend im the fiallomwing marer

Poputaion |
Fupuiaion 11
Popraion 131
TR TR T TR T T
Abermrs Pt (s bk Syl Fobm st
ey Lo s ot e Waterrad
= asiery
Faplanation f sxample ”
oy — | 1
o 1 00 poppalation - 40 pupils
® 3 crro dividiol by 40 saempls = 7.3 i 1
a8 vl by 15 okl sarmpde < 11
= Thevumme the arror rake i bews tham %, o i sapamsion i ot e B
Ravissd 110 - Baviesd 110 "
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Field Audit Sample

¢ |dentify populations of students

> A student can only be included in one population
Pop | — Present Students
Pop Il — Absent Students

Pop Il — Students that participate in CTC, STV,
Dual Enrollment, etc.

> A student can be in more than one Pop Il category

¢ Pull your sample — at least one student from
each Pop category

Field Audit

» Condensed Building Field Audit Program
(Pages 39-44) (Appendix J)

> Review attendance Printouts/books

> Verify attendance for all sampled students
> Verify proof of residency

> Verify date of enrollment

> Verify age

13



District:

Building:

Count Day

This audit program is intended to be used in reforence with the Building Field Audit Procedures,

Section 4. The whjeetive of the ficld audit is to determine that the FTEs have been properly
1 : sc

chaool aid

documented and ¢l

Tumber of | Petformed
BT EDURES Frrors By
1 ueres 10 STt CoUn procedures as
district plarnirg forns, and obeain the
T
PUPIL SPECIFIC AUDIT PROCEDURES Nao of Performed
Errors by

ALL PUPILS
Residency (84 for PSAs)

mputations
TON 1

ERNATIVE EDUCATION PUPILS

school diploma or GED

old if with adult

ana o

Condensed

Building
Field Audit

Appendix |

Field Audit — Pop Il

¢ Follow guidelines on audit form

> Verify supporting documentation

Applications
Timesheets

Billing/Payment Records

> Complete each Pop Il category

> Ask for support documentation that has not been

provided

14



Field Audit Results

O Determine error rate for each Population

® |f error rate is over 5%, must expand to 25%, 40%,
55% and then 75% (page 20-22)

® |f expanded sample error rate is over 5% must go to
next expansion — 100% expansion may be required

® |f building error rate is greater than 5% but less than
10%, it is the auditor’s judgment whether to audit
other like buildings or schedule the building for an
audit for the next pupil membership count

¢ If error rate is greater than 10% must audit like
buildings/programs

Field Audit Wrap Up

» Conduct an exit interview with appropriate
building staff

> Areas of the audit requiring improvement

o Specific findings and associated FTE adjustment
required (Page 52-61) (Appendix K)

» Appeal process (page 49)
* Narrative report
° Electronic through MSDS

Once submitted you don’t need to do anything
else

¢ If final overall error rate is over 10% must
notify MDE

15



FTE Adjustment

Appendix K

Appendiz A
TE

Esailding

Grade Pupil's Legal Special Educaticn

Progrm Name Chass Description Kelerence
Chaimed | Aduste | Totsl | Clissed | Adjunste | Totl
FTE d FIE FTE d FTE

FTE FTE
Practical Note The district shoukd be given a remsonabile cppertinity 1o fesolve the above potertial vasiances befiee the exit conference.  Auditors
should consider attaching supporting d ion as considered pecessary
Revised 310 51

Graduation/Dropout Review

e New for 2010

o Graduation and Dropout Review is now located in
MSDS

° Security is needed
http://www.michigan.gov/documents/cepi/MSDS_security_agreement_260258_7.pdf

> CEPI Helpdesk
517-335-0505

° mpaaa.org — video presentation

http://mediasite.mihealth.org/mediasite/Catalog/pages/catalog.aspx’catalogld=d386 1d 1 0-
6378-4dd2-a6b3-fl 7fe9bc89b8

16



Graduation/Dropout Review Cont.

« MSDS
o Grad Cohort

Cohort Student List (lists :_Alcmsm”ﬁw
all students in Cohort) PSPR—

* CohortYear Desoigio: - Cotwt SumratyFepot

* Select Entity

Cohort Summary Rt Studst Count

* Select Cohort Year o

* Choose Subgroup Field

* Choose Display

+ Student Counts

* Percentages

* Report Format (Tod "
+ *Select Entity

Graduation/Dropout Review Cont.

* Timelines — moving away from winter

> Corrections by local district must be completed by
9/28/2010

° Audits completed by 12/17/2010
> 12/20/2010 Preliminary rates created in GAD

> 1/14/201| Preliminary rates available for review in
GAD

> 1/28/2011 rates finalized, reported to USED




Comments/Questions

(" )
?

P P [

It's QUESTION TIME!!

\_ _J

Contact Information

Barbette Lane
Wexford-Missaukee Intermediate School District
9905 East |3% Street
Cadillac, Ml 49601

Phone: 231.876.2264
e-mail: blane@wmisd.org
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