
Welcome to the Wisconsin Department of Public Instruction’s training module on 
the Private School Choice Programs and Completing the Hours of Instruction 
report.  We will refer to the Private School Choice Programs as “Choice” or 
“Choice program” throughout this training.  The Choice program is governed by 
Wis. Stat. §§ 119.23 and 118.60, as well as Wis. Admin. Codes ch. PI 35 and 48. 
Provisions of this training module are subject to statutory and rule changes.
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All private schools in Wisconsin are required to provide at least 875 hours each 
year. Schools that participate in the Choice programs have additional requirements.

Choice schools must provide at least 1,050 hours of direct pupil instruction to 
grades 1 to 6 each year.  Choice schools must provide at least 1,137 hours to 
grades 7 to 12 each year.  Hours include recess and time for pupils to transfer 
between classes but do not include the lunch periods.

A school’s accrediting organization may have additional requirements, such as 
requiring 180 days of school.

Choice schools utilizing virtual instruction (digital, analog, synchronous, 
asynchronous, or hybrid) or utilizing a combination of traditional in person 
instruction with virtual instruction, may count instruction under any of these 
models toward their hours of instruction.  Hours of instruction should be based on 
the time teachers are available to students and the private school’s estimate of 
the amount of time needed to accomplish daily learning objectives. 

As a reminder, if a Choice school opts to provide virtual instruction, the DPI 
recommends the school notify its accrediting entity to ensure that the school is 
aware of any additional requirements the accrediting entity may have connected 
to this change in programming.
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437 hours of direct student instruction are required for a 0.5 FTE K4 and a 0.5 
FTE K5 program. 

The scheduled daily hours for a 0.6 FTE, 0.8 FTE, and 1.0 FTE K5 program must 
match the scheduled daily hours for the full day of first grade, and a 0.6 FTE, 0.8 
FTE, and 1.0 FTE K5 program must provide the applicable minimum hours of 
direct student instruction seen below.*

• 0.6 FTE program must provide at least 630 hours (students attend 3 
full days of instruction each week)

• 0.8 FTE program must provide at least at least 840 hours (students 
attend 4 full days of instruction each week)

• 1.0 FTE program must provide at least 1,050 hours (students attend 5 
full days of instruction each week)

*For schools that offer kindergarten but do not offer first grade, the required 
minimum K5 hours are 525 for a 0.6 FTE program, 700 for a 0.8 FTE program, and 
875 for a 1.0 FTE program.
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New schools must show the DPI, by the first weekday in May of their first year, 
how they will meet this requirement. News schools will need to submit the DPI 
Hours of Instruction Calculator found on the Private School Choice Programs: 
School Submitted Reports webpage. The following slides of this PowerPoint will 
review this Excel Report. 

Schools that are continuing in the Choice program must submit their hours of 
instruction to the DPI in the September Count Report via OAS annually by last 
weekday of September, certifying that they will meet the requirement for the 
upcoming year. Please see Training 9-3: 3rd Friday in September & 2nd Friday in 
January Count Reports for more information on how to submit this report. 

Schedules can change, and revisions are allowed. General revisions to the 
schedule are not required to be reported to the DPI. The DPI may request validation 
the school’s reported hours are accurate. It is highly recommended that a school 
revising its schedule use the DPI Hours of Instruction Calculator found on the 
Private School Choice Programs: School Submitted Reports webpage to ensure 
that the school continues to meet the Hours of Instructions requirements with the 
revisions. If it is necessary to shorten the school term, a school must get prior 
approval from the department to end school on an earlier date prior to the change. 
School should use the School Information Update form to report this change. It is 
highly recommended the school reports this change and gets prior approval 
before May 1. 
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The Hours of Instruction report and Checklist is posted to the DPI Private School 
Choice Programs web page under School Submitted Reports.

To have the best experience and full functionality with the report save a copy of 
the Excel file on your local system with access for relevant staff.  The school will 
want to be able to revise the report later in the year if necessary.

There are tabs at the bottom of the report that will link you to the required pages 
of the report.
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Read the “Excel Instructions” tab first for the instruction overview.

The instructions direct you to complete the Cover Page first.  You are only able to 
enter information in the boxes that are shaded yellow.

6



Begin by typing the name of the school and the city at the top of the cover page in 
Section I.

7



Type an “X” in Section II. Grades next to all grades offered at the school, even if a 
grade will not be offered to Choice pupils.

The required hours will appear on the chart in Section III., Summary of 
Requirements.   After you have completed the entire report, your hours will 
transfer automatically to Section III, and the report will confirm whether the 
requirement is met.
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Complete the answer in Section IV.  School on Count Dates by clicking on the 
drop-down arrow in the yellow box and clicking on  “Yes” or “No.”

If the school will not be in session on either count date, the school should contact 
the department in advance of submitting this report.
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In Section V. of the cover sheet, type the Choice Administrator’s name in the 
yellow box.

If your high school has created a Work Based Program that meets the 
requirement of Wisconsin Statute 118.56, no more than 140 hours of work-based 
instruction may be counted as Hours of Instruction to meet the choice school 
requirement.
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Even if you have satisfied the Hours of Instruction requirement,  the school may 
not end the school term early unless it has received prior written approval from 
the DPI. 
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If there are errors on the report, you will see “ERROR” on this page.

Correct any errors before submitting the report to the DPI.  Click on the ? symbol 
in the left-hand column if you have questions. 

Include the ERROR REPORT when you submit your Hours of Instruction report. 
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Next, complete the schedules for each grade category offered by the school.

Each grade category that was marked on the cover page must have a schedule 
completed. 

Again, you will type in the spaces that are shaded yellow only.  
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In the yellow boxes, type in the first and last date of school.
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Next, in Step 2,  type in the number of hours and minutes of instruction for each 
day of the week for these grades.

Type only in the yellow spaces.

Hours include recess and time for pupils to transfer between classes, but do not 
include lunch periods.
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In Step 3-Typical Days Off we have listed typical days that some schools are not in 
session.

For each line indicate “YES” if there will be a vacation or holiday for those days.

Type a response in the yellow blanks. First begin with the Will the School Have 
Off? column. Use the drop-down arrow to indicate “Yes” or “No.” If the response is 
“Yes”, make sure the next section is completed with the exact number of full and 
partial days the school will not be in session for that listed day off. Then list the 
total number of hours and minutes that you will not be in session for each holiday.
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In Step 4, list any partial days that are not already listed in Step 3.

You may list several dates on a single line if necessary. Do not include the dates 
school will not be in session before the beginning date or after the end date, even 
if the first week or last week of school is not a full week. 
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In Step 5, list any full vacation days between the beginning and ending date on 
Lines 1 and 2 that are not already in Step 3. For each line, indicate the hours and 
minutes that the school day(s) will be reduced. DO NOT include the dates school 
will not be in session before the beginning date or after the end date, even if the 
first week or last week of school is not a full week. The hours for these dates are 
automatically included in the calculation.
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At the bottom of the page, STEP 6 will summarize the hours of instruction 
provided and the number of hours required.

We recommend that schools add extra hours to their total hours to account for 
unplanned days off, such as snow days.

The bottom line will indicate whether the requirement is met or not.
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The spreadsheet will calculate whether your school will meet the required hours 
or not.

Complete the sheet for each grade offered by the school.

Make sure each page has a “Yes” at the bottom of the page.
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Save this report on your computer or in a location where others may access it for 
future revisions or review. 

After all pages of the report are completed, the Choice Administrator must 
electronically sign and email the Excel report to privateschoolchoice@dpi.wi.gov. 

Continuing schools may use the DPI Hours of Instruction Calculator in the report 
to help them complete the annual hours of instruction submission in OAS through 
the September Count Report. Please see Training 9-3: 3rd Friday in September & 
2nd Friday in January Count Reports for more information about  that submission. 
However, continuing schools do not need to submit the Hours of Instruction 
Calculator. DPI highly recommends having one filled out on file at the school. 
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If you have any questions about the information discussed in this training, please 
see the Private School Choice Programs homepage. The left menu bar of the 
Private School Choice Programs homepage has resources for both schools and 
parents. 

Choice schools may also contact the Choice team at 
privateschoolchoice@dpi.wi.gov, or call the toll-free number at 1-888-245-2732, 
extension 3 with questions. 
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