INSTRUCTIONS – Using the On-Line TOS Wizard
Transfer of Service ''Dashboard'' Status Page
The Transfer of Service ''Dashboard'' Status Page provides you with a quick snapshot of current Transfer of Service applications related to your district.  If your district has not yet started the application process and no other district has yet made a request to you for verification of one of your former pupils, the information on this page will be very minimal. You will see the due date, a very brief directions to get you started in the creation of the transfer of service request, and the list of your district contacts we have on record for this report. 
Gauges:

Once a request is started, or when another district is requesting verification from you, gauges summarizing your request will become visible.  There are two gauges of particular interest. First, the number of your TOS requests submitted will be clearly identified with a needle pointing on a number representing how many of these requests still need verification from a previous district.  Second, the number of other individual requests requiring your verification is seen with a needle pointing on a number of requests which still need your response.  Ideally, you will want to have both gauges pointing to zero (0). 
Charts:

Charts will show up summarizing the total dollars of your requests. Be aware, this does not necessarily accurately reflect your approved TOS request.  

District Contacts:

The ''Dashboard'' Status Page will also list your district’s TOS contacts.  Review the name your district has identified as a contact and amend if needed by doing the following: 

· In the Reporting Portal https://www2.dpi.state.wi.us/safr/ - navigate to your district (password will be needed).  

· On the left sidebar, click on “District Contacts.”  

· You can choose a name to amend or click “Add a Contact.”
· Following the contact information at the end of the page will be options for identifying that individual as a Special Education contact, an LEP contact, contact for both, or contact for none. Choose “None” if you wish to remove them as a TOS contact.  

· All TOS contacts will receive an e-mail alerting them of a district request for (TOS Part B) verification.
Viewing Data:
From either the [Special Education] - [List Students] tab, or the 

[Limited English Proficient]- [List Students] tab, data currently on record for any individual request can be viewed by going to the right side “Status” column and clicking on [Part A] or [Part B].  This gives a viewable snapshot of all answered questions for each part.  By scrolling down to the bottom of that same page, most of the data can also be exported into an Excel spreadsheet.  Other “export” options can be found using the [More] button on the horizontal scan bar at the top of the page.
Navigating Through This Wizard

Using the options on the horizontal scan bar at the top of the page, the district will navigate to the desired TOS page. It uses a “wizard” approach in which the district responds to questions by entering data. The scan bar includes the following headings:
[Home]  [Special Education]  [Limited English Proficient]  [Part B]  [More]  [Help]  

Horizontal scan bar [Home]

Clicking on the [Home] button brings you to the TOS Home “Dashboard” Status page.

Horizontal scan bar [Special Education] or [Limited English Proficient]  
Placing the pointer over the [Special Education] or [Limited English Proficient] button opens a dropdown tab with 3 choices, [List Students], [Add Students] and [Delete Students]. If you have students on your list which you need to delete, click on [Delete Students] and choose the student you wish to delete from the TOS record. Be aware, if you delete a record which has already been through the verification process, all data concerning this specific record will be deleted, including the Part B verification. If the record is re-submitted, a new verification may be required.
Choosing the [Add Students] button will allow you to add a student to the TOS request record. 

Choosing the [List Students] button will allow you to amend a student’s information already entered in the TOS request record. You can also add new students while on this screen.
Whether you are entering a new student record or amending a previously entered record, the steps will be similar.  If amending a previously entered record from the list, click on the [Amend] button next to the record you wish to change and follow through the Wizard by clicking on [next] at the completion of each step.  To add a new record, click on the [Add] button and follow the same steps.  Avoid both the [Enter] key and your browser’s back button as they will sometimes take you away from the record you are completing.  

Entering Individual Student Information for the TOS Request:
From the top “scan” bar, choose either [Special Education] or [Limited English Proficient] and from the drop down tab, pick either [List Students] or [Add Students]. From this screen, you will be able to add a student record or amend a student record.
After clicking on the [Add] or [Amend] button, information concerning the timelines will be displayed. The Submission Steps are shown on the left sidebar. Click on [Next] to move to Step 1 (Add Student). 

Step 1 (Add Student) - Complete the student information.  Enter the student’s first and last name, date of birth and a unique identifying number. Verification of information provided for this specific student may be required.  Click on [Next] to move to Step 2 (Date Enrolled).
Step 2 (Date Enrolled) – What date did the student enroll in the district? If the student moved into your district but remained in the previous district under an open enrollment provision, for the date enrolled, indicate the date that the Part A (requesting) district became fiscally responsible (the start of school year for which a payment is made to the Part B school district).  Click on [Next] to move to Step 3 (Transferred From).
Step 3 (Transferred From) - Where did the student transfer from?  Click on the appropriate button to identify where the student transferred from, another Wisconsin school district, from out of state, or from a county birth-to-three program. The next screen will be dependent on the answer you provide. Click on [Next] to move to Step 4 (Location).

Step 4 (Location) - Enter the Wisconsin public school district, state, foreign country, or county in the space provided. If the student came from another Wisconsin school district, verification will be required for determining eligibility. That district will be alerted that they need to complete the verification portion (Part B) of the request form. Click on [Next] to move to Step 5 (Previous Disability).
Step 5 (Previous Disability) - Is the student being served in an eligible program?  Only costs for services provided for a child with a disability as defined in s. 115.76(5) Wisconsin Statutes or for limited English proficient students under s. 115.955(7) Wisconsin Statutes are eligible. Check all disabilities that apply or if this is for a limited English proficient student, check to verify participation in such a program.  NOTE:  Students who are coming from a Wisconsin home-based private education program (home schooling) or a Wisconsin private school are not eligible for a TOS request. Only services that were actually provided or required in the former school district are eligible. If the student transferred from another Wisconsin public school district, they will need to verify that the student left their district with the disabilities and/or limited English proficient needs identified.  Click on [Next] to move to Step 6 (Incurred Costs).

Step 6 (Incurred Costs) - Did this student cause your district to incur new costs?  Check Yes or no.  If yes is not checked, the request cannot be approved.
Click on [Next] to move to Step 7 (New Costs).

Step 7 (New Costs) - What were the new costs?  Itemize the new cost estimates. If there were no new costs, do not claim amortized cost of existing programs. Also, for students who moved into your district and are remaining in their previous district under an open enrollment provision, do not claim the regular open enrollment portion of the tuition.  The itemized explanation will ask for specific information dependent upon whether this claim is for a special education student or a limited English proficient student.  See further instructions below:
New dollars in cost?

Only new dollars of expense are eligible for transfer of service exemption. That is, if you were already providing the service and incurring the cost prior to the arrival of this student, it is not eligible for transfer of service. Conversely, if the arrival of this student has caused your district to incur a new expense in addition to existing costs, it may very likely be eligible for transfer of service. For students who moved into your district but remained in their previous district, do not claim the open enrollment portion of a tuition being paid to another district. 
Instructor salary & benefits:

1. Costs are eligible if new staff is hired or hours of current staff are increased. Do not claim amortized cost of existing programs.  If the new instructor works with more than one student, costs must be prorated by the number of students that are serviced by that instructor.










Aide salary & benefits:

2. Costs are eligible if new staff is hired or hours of current staff are increased. Do not claim amortized cost of existing programs.  If the new aide works with more than one student, costs must be prorated by the number of students serviced by that aide.










Equipment:

3. List only equipment that is required by IEP and used solely by this student.



Special Transportation:

4. All costs are eligible in a newly created route that solely services the named student. If a district adds miles to an existing route and/or other students are provided services on the same route, costs must be prorated by the number of students involved.

OT/PT:

5. Costs that reflect individual service for the named student may be eligible. If the student is serviced through a group setting which existed previously and no additional expense is incurred, there is no eligible transfer of service. If the student is serviced through a group setting and there is an increase in expense because of the service to this student, you must prorate the group costs by the number of members in the group.








CESA, 66.30 Contracts or Tuition:

6. Only claim tuition above the Open Enrollment amount. Regular education Open Enrollment tuition is not eligible for Transfer of Service.







Transportation:

7. List costs of special transportation expense that was incurred to provide service to this student.
Other Costs – Specify:

8. If other costs can be attributed to this student, specify the items purchased or services provided.

Calculation of Costs:











1. Total Costs – add all costs listed above 

2. What amount of Total New Costs is not eligible for categorical aid? New Costs not eligible must be explained. – Wisconsin state statute requires that the estimated categorical aid be subtracted from the transfer of service exemption granted
3. Amount of categorical aid – The special education and LEP reimbursement rate may be adjusted later. The eligible costs are multiplied by the appropriate percent. Any costs not identified as being eligible for categorical aid must be explained.  If this step is left incomplete, it is assumed that all of the costs are eligible for categorical aid. It is also assumed that those districts applying for revenue limit exemptions due to transferring in of LEP students will be pursuing categorical aid for such. 

4. Total exemption (New Costs minus categorical aid) – if eligibility is confirmed on Part B, this amount will support your total revenue limit exemption requested on the summary sheets which you will complete after all individual student requests are completed. 
Click on [Next] to move to Step 8 (Certification Statement).

Step 8 (Certification Statement) – By clicking on [Yes] you are attesting that the information provided on Part A is accurate, to the best of your knowledge.  If the pupil came directly from another Wisconsin public school district, verification is required in Part B.  The form will be sent to the previous Wisconsin public school district you identified and upon its return, you will be notified in the TOS “Dashboard” Status page. Approvability is partially dependent upon Part B which needs to verify the following:

1. The pupil was enrolled in the previous district immediately prior to enrolling in the requesting district.

2. The date of withdrawal at the previous district coincides with the date of enrollment in the requesting district.  Note: In order to qualify for a transfer of service, the pupil must have come directly from a Wisconsin public school.  If they withdrew to a home based private education program or to a private school, the request cannot be granted.  If the pupil is remaining in the Part B district under an open enrollment provision, the withdrawal date in Part B will be the date that the Part A (requesting district) became fiscally responsible (the start of school year in which a payment is made to the Part B district).

3. The services were provided or identified as being required in the previous district.  Note: In order to qualify for a transfer of service, the pupil must have come to the requesting district with the needs already identified.











If the pupil came directly from out of state or directly from a county birth to 3 program, verification in Part B is not required.



You must be prepared to provide additional supporting documentation upon request.  Click on [Next] to move to Step 9 (Send to District).

Step 9 (Send to District) - If the student came directly from out of state or directly from a county birth to 3 program, verification in Part B is not required and this step will be skipped.  If the student came from another Wisconsin public school district, if available, the Part B district contact’s name, phone, and e-mail will be listed here. This is the person you might need to contact if Part B has not been completed within a reasonable timeframe.  Click on [Next] to move to Step 10 (Confirmation).

Step 10 (Confirmation) - Your TOS request has been submitted. An e-mail has been forwarded to the verifying district on your behalf for completion of Part B. Please allow a reasonable amount of time for the district to fill out Part B on-line. A reminder will automatically be sent to the district if it has not been completed within two weeks. However, it is the requesting district’s responsibility to make sure their Part B request is completed. Click on [Finish] to complete the process for Part A.
Prior to August 1st, all on-line submissions (in-state, out-of-state, and other government requests) must be completed with all required verifications. To finish the process, the appropriate summary sheets are required for completion of your submission. Summary sheets are due on‑line by August 1st. (deadline is firm)
The individual request forms support the total exemption requested on the summary sheet and all information is subject to review. Keep all supportive documentation on file for potential verification request of cost estimate. Districts may be required to produce additional documentation verifying that, because of the costs associated with the transfer of service request, additional employees were hired or such things as supplies, equipment or services were purchased.

There is a separate summary sheet for Special Education and Limited English Proficient. Summary Sheets will be available on-line in June.

Part B Verification
Horizontal scan bar [Part B] - Placing the pointer over the [Part B] button opens a dropdown tab with 2 choices, (Special Education) or (Limited English Proficient). If you have other districts requesting verification for students previously residing in your district, their names will show up on one of these two lists. To display a list of students, click on: (Special Education) or (Limited English Proficient).  Click on the [Verify] button and follow through the Wizard by clicking on [Next] at the completion of each step. Avoid both the browser’s back button and the [Enter] key as they will sometimes take you away from the record you are completing.  Clicking on the [Verify] button will advance you to Question 1 (Previously Enrolled). The Submission Steps are shown on the left sidebar. 
Question 1 (Previously Enrolled) – Was the student identified above previously enrolled in your school district? For a TOS request to be approved, the pupil cannot be coming directly from a private school or home school. Answering “No” will take you to the end of the verification process and will cause the request to be denied.  Answering “Yes” will take you to the next step.  Click on [Next] to move to Question 2 (Withdrawal Date).

Question 2 (Withdrawal Date) - What date did they withdraw? OR - If they remained in your district under an open enrollment provision, what date did they start attending under open enrollment?  If the student moved out of your district but remained under an open enrollment provision, for the date enrolled, indicate the date that the Part A (requesting) district became fiscally responsible (the start of school year in which a payment is made to the Part B school district).  Click on [Next] to move to Question 3 (Direct Transfer).

Question 3 (Direct Transfer) - If they withdrew, did they transfer directly to the requesting school district?  This verifies that the student left the district to attend the district making the Transfer of Service request. Under the open enrollment provisions, it is possible the student did not actually withdraw and is continuing to be educated in the Part B school district. If you do not know if they transferred directly, choose (Don’t Know). Click on [Next] to move to Question 4 (IEP in place).
Question 4 (IEP in place) – TOS is disallowed if the disability or limited English proficiency program was not identified at the previous district. Answering “Yes” to this question verifies that your district either provided an LEP program or was required to provide services related to the disabilities that were identified in Part A of the request.  Answering “No” will cause the request to be denied.  Click on [Next] to move to Question 5 (Reduced Costs).
Question 5 (Reduced Costs) – Did your district reduce its costs as a result of this transfer? Wisconsin statutes require that districts reduce their revenue limit authority by the amount of savings they have for TOS requests being made in another Wisconsin school district. Answer “Yes” if you have a cost savings. Click [Next] to move to Question 6 (Cost Savings).
Question 6 (Cost Savings) - This segment asks you to list any cost reduction that your district experienced as a result of this student transferring to another district. If there is no cost reduction, put “0” for Total Savings.  Some likely cost reductions:  student had one-on-one staffing requirement; CESA, 66.030, or tuition contract; special transportation route; one-on-one interpreter or contracted OT/PT services and the district no longer incurs costs for that student.  The total reduction line is a reduction to the revenue limit authority. Click [Next] to move to the Certification Statement.
Certification Statement – By choosing “Yes”, the Part B school district is attesting that the information provided on Part B is accurate, to the best of their knowledge.  Note that the Part B school district is not verifying the cost estimate provided in Part A.  Failing to complete the cost estimate in Part A should not prevent the Part B school from verifying Part B of the request form.  Click on [Next] to submit the completed verification. 
Horizontal scan bar [More]  

Placing the pointer over the [More] button opens a dropdown tab with several choices.  Of immediate help would be the [Export] and [Delete] buttons.  The “export” choice provides for a few options regarding record export into Excel. The [Delete] button allows a district to view all records with the ability to delete unwanted records which have been written. Other options in the [More] tab are under development. 

Horizontal scan bar [Help]  
The [Help] button will provide links to other resources.  
