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Intro to Pupil Auditing

Barbette Lane
Wexford Missaukee ISD
MPAAA Workshop

Agenda

Important Resources
Acronyms
Audit Preparation
Audit
— Desk
— Field
Audit wrap up
Narrative
Quality Control Review (QCR)
Comments/Questions

Key Materials

Pupil Accounting Manual —
— http://www.michigan.gov/mde/0,1607,7-140-5235_6539-22360--,00.html
Pupil Auditing Manual —
— http://www.michigan.gov/documents/mde/MDE_PUPIL_MEMBERSHIP
_AUDITING_MANUAL_2015-16_505832_7.pdf
The State School Aid Act of 1979
— http://www.legislature.mi.gov/documents/mcl/pdf/mcl-act-94-of-1979.pdf
Other resources:
MPAAA - Conference Materials
— mpaaa.org
CEPI - MSDS Website and Listserv
— www.michigan.gov/cepi
MDE — Pupil Accounting & Auditing Manuals
— www.michigan.gov/mde
Other ISD Auditors



http://www.michigan.gov/mde/0,1607,7-140-5235_6539-22360--,00.html
http://www.michigan.gov/documents/mde/MDE_PUPIL_MEMBERSHIP_AUDITING_MANUAL_2015-16_505832_7.pdf

Acronyms

AB - Absent

ABE — Adult Basic Education

Alt Ed — Adult or Alternative Education

BAA — Bureau of Assessment & Accountability

CEPI — Center for Educational Performance and Information
CIP — Classification of Instruction Program (CTE classes)
DS4061 — Audited Audit Form

DS4120 — Unaudited Audit Form

EC - Early Childhood

ESL - English as a Second Language

FTE — Full Time Equivalency

GAD - Graduation and Dropout

GED - General Education Development Preparation

Acronyms

ECBG - Early Childhood Block Grant

GSRP - Great Start Readiness Program (Early Childhood)
HSC - High School Completion

IDEA - Individuals with Disabilities Education Act

|IEP — Individualized Education Program (Special Education)
IEPC - Individualized Educational Planning Committee
ISS - In School Suspension

LEA — Local Education Agency

LEP - Limited English Proficient

MCL — Michigan Compiled Laws

MDE — Michigan Department of Education

MSDS - Michigan Student Data System

NCLB — No Child Left Behind

Acronyms

0SS - Out of School Suspension

PAM- Pupil Accounting Manual

PEPE — Primary Education Providing Entity

POP | — Conventional Students that are present all day

POP Il — Conventional Students that are absent a portion of the day

POP Il — Non Conventional Students

PSA — Public School Academy

Section 21f — Expanded Online Learning
Section 23a — Dropout/Recovery Programs
Section 25e — Money follows the students

UIC — Unique Identification Code

USED - United States Education Department
XML File Format — Extensible Markup Language

3/10/2016




Audit Preparation
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Single Sign-On Registration
— Michigan.gov/cepi
— CEPI Applications
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— Under Manuals

— Single Sign-On User’s
Guide
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Audit Preparation

« Completing the Registration
Process

Completing the Registration Process
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Audit Preparation

+ Subscribing to an Application

Subscribing to an Application
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Audit Preparation
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+ MSDS Security Agreement

— Michigan.gov/cepi

— CEPI Applications

— Michigan Student Data
System

— MSDS Security Form
(District/ISD/PSA/ONSR
Users)

— Ata minimum you need
‘Auditor (ISD Only’ and mark
‘Edit’

— Your Superintendent will
need to sign

— Completed form fax to CEPI:
517-335-0488

CEPI

+ MSDS Help Desk

— If you need assistance call CEPI at 517-335-0505

— Option 3

Audit Preparation

» Read Pupil Auditing & Accounting Manual
+ Audit Cycle Minimums
— High Schools Every 2 Years
— Middle Schools Every 4 Years
— Elementary Schools Every 4 Years
* May Be More Often Depending on Risk
Assessment
* At least one building or program must be field
audited for each district or PSA each year (PAM
page 4)
» Keep Chart Showing Audit Cycle (Sample Next Slide)




Audit Preparation

Email Field Audit

for 2006-2011

T COE

Planning Schedule

annually to the Pupil

Membership Auditor,
MDE (Gloria Suggitt)

— This is due no
later than
November 1

Audit Preparation

Statement of Independence

— Must be completed once a year for each district
— (Page 50 Pupil Auditing Manual)
— Conflict, delegate/supervise
Auditors may not audit their own work
— (Page 1 Pupil Auditing Manual under Introduction)

Conflicts could include:

— Currently employed by the school district, building, or program to be

audited

— Formerly employed by the school district, building, or program (within

the preceding two years)

— Auditor has relatives currently employed by the school district, building

or program

— Auditor has a personal or financial interest (e.g., service or employment

contract with the school district)

STATEMENT OF INDEPENDENCE

wwwfree-power-point-templates.com

Auditor Name

1 certify that with all local districts, 1: List Excoptions

+  Am not eurrently employed.

interest.

Was not previously employed or
contracted (within two years).
= Have no persanal or financiai

= Have no relatives currently

With respect to the programs operated
b rt A

- 1am organizationaily
independent.
= 1am objective

Explain exceptions and their reselutions:

Auditor's Signature:

TATTEST THAT THE ABOVE INFORMATION 18 FAGTUAL:

Date:

Audit Supervisar's Signature:

TN THE CASE OF EXCEPTIONS, T AGREE WITH THE ABOVE RESOLUTIONS:

Date:
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Audit Preparation

+ Assist Locals
— Training
— Centralized
— Individualized

« Be avalilable to assist
— More training provided before audit, the easier the audit will be

Wwwfree-power-point-templates.com

Audit Preparation

— MSDS Timelines
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Audit Preparation

« Notification of Audit

— Who is notified
— Pupil Accountant, Building Administrators & Superintendents
— List building's
— Specify date and time

« Establish Timeline with Local Districts
— Required documentation
— Due date

www.free-power-point-templates.com




Audit Preparation

— Required documentation
— Separate List of required documentation/forms for
each building level and/or program
— What must be printed on count day
» Alpha/Membership Report
— Printed from MSDS and signed by building principal
or authorized representative
» Auditor may require from SIS
« Student Locators (schedules)
* Enrollment Summary from SIS

Audit Preparation

* UIC

— Run FTE Conflict Detection Report in MSDS

* https://sso.state.mi.us/
— Audit FTE
+ FTE Conflict Detection
+ School Year/Collection
— District
+ If you input ISD/RESA/ESD District Code you will receive results for
all schools within your ISD/RESA/ESD. (sample next slide) When
Conflicts are found
+ Email ISD Auditor and Local LEA
+ Only use UIC — No student names/data

Audit Preparation

tEra o |
T
Py

KR et ctnsPermance o vmaten

THIS IS WHAT YOU
WANT TO SEE WHEN
YOU RUN AN FTE
CONFLICT DETECTION
REPORT
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Audit Preparation

Building Risk Assessment

Form

— (Page 58 Pupil Auditing
Manual)

— Must be completed for
each building/ program
and each field audit

— Complete prior to audit

— Based on previous audit

Audit Preparation

Determine Sample Size
— After completing Risk Assessment Form
— (Page 10 - 11 Pupil Auditing Manual — directions)
— (Page 58 Pupil Auditing Manual — form)
Round number UP to the next whole number
— E.g., If building has 135 pupils in Pop | and you need to audit 2% the
number of pupils need to audit is 2.7, round up to 3. Must be completed
for each building/ program and each field audit
Complete prior to audit
Based on previous audit

Low Risk Moderate Risk  High Risk
Population [ 2% 10% 15%
Population I 10% 15% 20%
Population Il 10% 15% 20%

DESK AUDIT ‘ CHAPTER 2 - DESKAUDITS

Adesi audt s 2 limited review of the district's documentation to verfy that the counts reparted
5 ) for payment of state aid are acorate. A desk audt must be done for each building, in al
Audit Information disricts, for every count period.
— Desk Audit (Page 6,
Chapter 2 in the Pupil =
Auditing Manual) + Review of the Days and Clock Hours documetation

+ Review of the 75% attendance cocumentation

Desk audts inchce:

+ R o gl memberstip g s

 Verification of the documentation that pupils who were alisent on count day retumed
within the required 10/30 day period, or 45-day period for suspended or expelled pupis

 Identification of nonconventional categeries which apply to each pusil

» Resalution o deplicate pasl counks

+ Verifation of residency-reiated information cn the DS4061

+ Review of Schoals of Choice documentztion

» Verfication of teacher certifcation - This should be done for the Fall count. It should be
cone again for the Soring count # there were significant additons for the Soring count.

‘The Desk Audi Program (See Apgendix B) provides standardization and alows the audtor to
perform the necessary procecures in menner. [t i
ok constue complete 2wt coumestation
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DeSk Audlt S :

This aust srosram i ntended t ba used i efarence 1o Chaster 2, Desi Aadits.
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« Desk Audit Program — Errors | Performed 8y

Review the Pupl Accountng Mo

Appendix B (page 52— 54) o =

8ence e, prior 3ud work pRpers, i auSt repar,
U o reevant ronRing reparts the disrc received from

3Ot and e the Gsiicts excusedurascused absenoe pocy

+ Must be completed for each 4 R e Schdes oo ans G s Reprt 1o

building/program

5. Raview the Attendamce Repor £ verfy compiasce & date
Wih the 75% attendance recuirement 1 the current schéol

5. Review the siohabetesl lits of memeersip to verty th filowng

3. T MSDS certifed finl version aigha 1t was
submited for putit

5. Pusils who were absent on the count day are identiod

westicnsl categaries are entited o

searste

4. Tre achabetical Tsts of membenhip are sined By e
by prncisalisutronsed repesect st
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oot
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FTE conficts

. A& the &nd o the st wee, cbtain suspoeg
ocumentation for urresched FTE conflcts

€ Verly tht the covhcts bave bren rescived before
cortAying the BT st e,

Desk Audit

« Calendar

— Review days (175 days of instruction pursuant to Section
101(3)(@))

— Review daily clock hours (1,098 minimum)

« Note For End of School Year:
— DS4168 — District Deadline is July 15 (Electronic in EEM)
— DS4168 — ISD Audit Deadline is August 1 (Electronic in EEM)
« 75% Attendance Report
+ Building/District Calendars
« List of Cancelled Days

CHAPTER 3 -FIELD AUDITS

Field Audit

+ Audit Information t efeidaudt -
— Field Audit (Page 10,

‘The abjective of the field audt i to veriy that the counts reparted for payment of state aid are

‘2onurate and that FTES have been propery documented.

5 1 Afedaudtas o pupl and
Chapter 3 in the Pupil  :setme that ) havebeen
Auditing Manual) intentionally akered to secure wair or uniawful gain,

The auitordeteminesthe ris fo each popuiationofpgis:
Poulation ] Comventional pupils in attendance on court dzy
Popuation I Conventoral ppis absent on cout day
Popuation I Pgis incudedin nanconventioel categories

‘The auditor selects 2 sample and examines 2 percentage of each population of pupils based on
the determined risc. Al pupils in nonconventional categories are examined separately, based
on risk, to deter 2% 2l count requirements have been met. (See specic audit steps for
‘each nenconventional category.)

The alowng s 2 cmprehessive descrintin o ield audi procedrs. The Fied Audit rogram
(Aspendix E) provides staacardization and allows the auditer to perform the necessary
srocedures i 2n efetie and eficint manner. T s a checkist and does et onstate
complete 2udk documertation. The auitor has disceton in developing akemative audt
orograms but mst:

1) Adecuately document th work peformed 204

2) Neet minimum augit andars.

www free-power-point-templates.com




Field Audit

+ Condensed Building Field

Audit Program
— (Page 60-79 Pupil Auditing
Manual)

+ Complete at same time as
audit

+ Guides through each Pop and
what you are required to audit
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« Identify Special Education
« Identify Residency

« Identify each Pop Il for
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Field Audit

Review samples in:

— Pop | — Conventional Student

— Pop Il — Absent Student

— Pop IIl = Non-Conventional Student

— Verify attendance for all “sample” pupils

— Compare Worksheet A or B to Alpha/Membership

from MSDS

— Compare Worksheet A or B to DS-4061

— Check Program Codes

— Review Supporting Documentation

Field Audit

Additional K-12 information
Verify alternative education/adult education
Teacher Interviews

Teacher Certification Checks

Audit

Determine error rate for each Population

— Pupil Auditing Manual Page 13-14)
Complete Sample Summary & Analysis (Pupil Auditing Manual page 44-45)
When error rate is 5% or greater in any of the Pop groups, you must expand
audit (Appendix F (page 80)sample next slide)

— First expansion — 25%

— Second expansion — 40%

— Third expansion — 55%

— Fourth expansion — 75%

— Final expansion — 100%

In all cases when an auditor has determined that the building/program error
rate is equal to or exceeds 10%, the auditor IS REQUIRED to report the
planned sample expansion to the Office of Audits of the Michigan
Department of Education. (Pupil Auditing Manual page 14)

3/10/2016
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Field Audit Wrap Up

« Before completion of the audit, the pupil membership audit should contact
appropriate local district personnel to discuss the following.

— Opportunity for the local district to clarify issues or provide additional
documentation for questions identified during the audit.

— General findings — a general comment or an opportunity for the auditor
to assist the local school district in identifying ways to improve its
documentation or counting procedures to maximize or accurately report
FTE memberships.

— Specific findings, along with the associated FTE adjustments. A specific
audit finding is a violation of the State School Aid Act, Revised School
Code, Pupil Accounting Administrative Rules, or Pupil Accounting
Manual that results in the loss of FTE.

— District appeal procedures.

12
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Field Audit Wrap Up

« If a pupil is added as a result of the desk review, the district must enroll the
pupil in MSDS and report the enrollment via the Student Record
Maintenance (SRM) collection. The district should also provide a new alpha
list to the ISD auditor as proof of the correction.

+ Record FTE adjustments on the FTE Adjustment Form

« In MSDS, make all DS4061/4120 adjustments at the student level, NOT
THE AGGREATED LEVEL.

Narrative

* Requirement - DS-4061 (unaudited FTE Report) saved
as DS-4120 (audited FTE Report)

« Due 24 weeks after the count day

« CPA must submit pencil changes to the DS4061 to the ISD
auditor within 20 weeks of the count date.

Narrative

— Narrative Certification Date

« November 1, of the following school year (for Fall and
Spring)(MCL 388.1618 and HB 4110)

» Audit Findings (Page 84 — 97 Pupil Auditing Manual)

« Specific — FTE adjustment

* General — No FTE adjustment

13



Narrative

+ Audit Reports and Repayments (Page 38 Pupil Auditing
Manual)

— The pupil membership audit narrative report must be built
in MSDS

— If error rate is over 10% you must notify MDE

wwwfree-power-point-templates.com

Audit Form
K5™'J Conter for dscationsl Performance and Iaformation 2 e

[e— o | it e e | ) e Cum O | B a2

Michigan Student Data System

Wexford-Missaukee 15D
(3000)

wwwfree-power-point-templates.com

Audit Form

FTE Count - DS4061

School Year/Collection: | Spring 2015 General Collection ¥

District: Wexford-Missaukee 15D (82000)
Go to Namative

\ Specisl Ed | General Ed | Additional Information | Residency Information | Adult Ed FES | Adult Ed APR
| Summary | Students - Gen8Spec Ed | Students - Ad Ed |
|

Close the audit?
Do you want to close this audit? This will change the status from
D54061 to DS4120.

[[Save as 4120 |[ Save as DS4061 | [ Cancel |

wwwfree-power-point-templates.com
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Audit Narrative

Bulding

=]

Audit Type Adjustment Auditor Audit Hours Pop T | Pop

O 0.00] Barbette L Lane ¥

150
(83000

Audit Narrative

Schaal Tear/Callection:

| R | e——

Section 1 [[Section 1| Section 111 | Section 1V | Section v

“Out of Balance”

[ 0wt of batance. | stays until the

DS4061 is
11. Results. (] certified as a
ve racommend that the following adjustments be made to this count DS4021

Unaudited Count Audited Count Audit
(DS3061) (psarza) NS niserence
GO0 13352
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Audit Narrative

L | Secoe I Sechn i | Secma ¥

=
1IL Specifc Findings
Finfings By The Afitar
Buildng Rodit Type Finding Pl FE - FETye Camments
" ' I Skt
Systens Generated Findings
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Audit Narrative

| © tnclude stugent pes

Go To Audit Form

Section I | Section 11 | Section 111 | Section IV | Section V |

V. Appeal Process

If pertinent documentation regarding findings was not provided to the auditer at the time of
the audit, please contact [T EPETTEIgwithin 10 calendar days after the date of this report
so that it can be determined if reinstatement is appropriate at this level

4

District appeals of the ISD's audit findings must be made within 30 days of receiving
the ISD's audit repart or ISD's decision on the informal appeal. Formal appeal of any
of the Special Education or General Education findings may be instituted by cantacting
Ms. Naomi Krefman, Director of Audits, Michigan Department of Education, P.0. Box
30008, Lansing Michigan 48909. Formal appeal of any of Adult Education findings may
be instituted by contacting Ms. Dianne Duthie, Workforce Development Agency, 201
N. washington Square, Lansing, Michigan 48909,

W, Tee-pOWer -poInt-tempiates.com

Quality Control Review (QCR)

Gloria Suggitt — rotation (minimum once every three
years)

— Checklist
» What building/program being audited
» What will be audited

How to Prepare

— Gather all audit documents
— Review audit

wwwfree-power-point-templates.com

Comments/Questions

Wwwfree-power-point-templates.com
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Contact Information

Barbette Lane

Wexford-Missaukee Intermediate School
District

9905 East 13 Street
Cadillac, MI 49601
Phone: 231-876-2264
E-mail: blane@wmisd.org
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