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Welcome to the Wisconsin Department of Public Instruction’s training module on the Special

Needs Scholarship Program (SNSP). The SNSP is governed by Wis. Stat. § 115.7915 and the
Wis. Admin. Code ch. PI. 49.

Provisions of this training module are subject to statutory and rule changes. This training

module will provide information on completing the 3rd Friday in September Pupil Count
Report.




» Payment Overview

* Obtaining the Pupil Count Reports & Completing the
Cover Page

» Completing Schedules 1 & 2

» Residency Reverification-Schedules 3 & 4

* Final Review & Submission
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This training will go through the following. Click on the links below to go to that section of
this training.

Payment Overview

Obtaining the Pupil Count Reports & Completing the Cover Page
Completing Schedules 1 & 2

Residency Reverification-Schedules 3 & 4

Final Review & Submission




Payment Overview

DR —




FTE Determination

—_

FTE means full-time equivalent and is used to calculate the

payment amount per SNSP pupil.

Pupilsingrades 1-12 are counted as 1.0 FTE.

The SNSP payments are made based on the full-time equivalent or FTE. Pupils in grades 1-12
are counted as 1.0 FTE.



5-Year Old Kindergarten FTE

« Five year-old kindergarten (K5) pupils are counted as:

* O0.5FTEif attending less than full-time but at least 437 hours a school
year.

* 0.6 FTE if attending 3 full days of instruction each week.
* 0.8 FTE if attending 4 full days of instruction each week.
* 1.0FTE if they attend school five full-days a week.

—_

The FTE for pupils in five year-old kindergarten, or K5, is dependent on how many full days a
week a pupil is attending. If the school provides a K5 program for its SNSP pupils, the school
must identify on the Intent to Participate form, or ITP, which K5 program the school will have.

Generally K5 pupils are counted in the 0.5 FTE category. The K5 program qualifies for the 0.5
FTE if the pupils are attending less than full time but at least 437 hours during the school
year. Pupils in K5 who are attending 3 full days of instruction each week are counted as 0.6
FTE. Pupils in K5 who are attending 4 full days of instruction each week are counted as 0.8
FTE. If the school provides K5 instruction for five full-days a week, then the pupils are
counted inthe 1.0 FTE category.



4-Year Old Kindergarten FTE

* Four year old kindergarten (K4) pupils are counted as 0.6 FTE.

* Anemergency ruleis in effect that categorizes all students enrolled in
a K4 program that provides at least 437 hours of direct pupil
instruction within a school participatingin the SNSP as a 0.6 FTE.

* Ifthe FTE for a K4 pupil was 0.5 FTE in the Preliminary Enrollment Report,
the school will receive the extra 0.1 FTE for the student as part of the
November payment if the student is included in the 3" Friday in September
Pupil Count Report and is an eligible K4 student.

e

Pupils in four year-old kindergarten, or K4, are counted as 0.6 FTE.

2025 WI Act 15 eliminated the requirement that a school district provide at least 87.5
additional hours of outreach activities annually as part of its K4 program as a condition of
counting K4 pupils at the 0.6 FTE level beginning the 2025-26 school year. As of September
9, an emergency rule is in effect that categorizes all students enrolled in a K4 program that
provides at least 437 hours of direct pupil instruction within a school participating in the
SNSP as a 0.6 FTE. SNSP schools are no longer required to provide an additional 87.5 hours
of K4 parental outreach in order for K4 pupils to be categorized as 0.6 FTE instead of 0.5
FTE. All K4 students will now be categorized as 0.6 FTE.




Payments

*  The Department of Public Instruction (DPI) pays the scholarship amount per FTE.

» Eligible schools receive payments in September, November, February and May.
* The September and November payments are ultimately based on the number of
pupils who meet the attendance requirements for the 3rd Friday in September.

* The February and May payments are based on the number of pupils who meet the

attendance requirements for the 2nd Friday in January.

» Thesummer school payment is issued to eligible schools as a separate payment and

paid at the same time as the quarterly payment the school receives in November.

e

During the school year, the Department of Public Instruction (DPI) pays the school based on
the scholarship amount per FTE. The SNSP payments are made via electronic funds transfers
into a bank account designated by the school.

SNSP payments are made quarterly. The payments for September and November are
ultimately based on the number of pupils that met the attendance requirements as of the 3rd
Friday in September. The February and May payments are based on the number of pupils
that met the attendance requirements for the 2nd Friday in January. The summer school
payment is issued to eligible schools as a separate payment and paid at the same time as the
quarterly payment the school receives in November. For more information about Payments,
please see https://dpi.wi.gov/parental-education-options/special-needs-
scholarship/payments.



Payment Process

*  The September payment is 25% of the annual FTE SNSP payment amount for each

eligible pupil on the Preliminary Enrollment Report

*  The November payment is 50% of the annual FTE SNSP payment for each eligible pupil
on the 3rd Friday in September Pupil Count Report and class list less the September

payment for each pupil on the Preliminary Enrollment Report.

*  TheFebruary & May payments are each 25% of the annual FTE SNSP payment amount

for each eligible pupil on the 2nd Friday in January Pupil Count Report and class list.

e

In order to generate a September payment, schools must submit the Preliminary Enrollment
Report. This report identifies the number of pupils who are enrolled in the school as of the
last weekday in August.

However, since the September and November payments are ultimately based on the number
of pupils who meet the attendance requirements for the 3rd Friday in September, the
November payment acts as a true-up payment that uses the data reported in the 34 Friday in
September Pupil Count Report. The November payment is calculated based on the number
of SNSP pupils on the 3rd Friday in September Pupil Count Report multiplied by 50% of the
annual payment less the payments received in September.

Therefore, the November payment will be reduced for pupils included on the Preliminary
Enrollment Report who were not included on the 3rd Friday in September Pupil Count
Report. This would happen, for example, for a pupil who enrolls in the school by the last
weekday in August but never attends the school.

Conversely, the November payment is increased for pupils who were not included on the
Preliminary Enrollment Report but who were included on the 3rd Friday in September Pupil
Count Report. For these pupils, the school would receive 50% of the annual payment in
November.



The February and May payments are each 25% of the annual FTE amount for each eligible pupil
on the 2nd Friday in January Pupil Count Report.



3rd Friday in September and

2nd Friday in January Pupil Count Reports

* Provide the total number of all pupils and SNSP pupils at the school who

meet the SNSP requirements.

* The 3rd Friday in September Pupil Count Report is due by the last weekday
in September and the 2nd Friday in January Pupil Count Report is due by

the last weekday in January.

« 3rFriday in September Pupil Count Report Only-Report current addresses
for continuing SNSP pupils.

—_

The Pupil Count Reports identify pupils who meet the attendance requirements and, by the
corresponding count date, have an eligible application or transfer request and an agreement
regarding the services to be provided to the pupil. The report also includes the total number
of pupils at the school.

The 3rd Friday in September Pupil Count Report is due by the last weekday in September.
The 2nd Friday in January Pupil Count Report is due by the last weekday in January.

Finally, as part of the 3rd Friday in September Pupil Count Report, schools must obtain
residency documentation for any pupils who participated in the SNSP in the previous year
and report any address and parent/guardian name changes.



Pupil Payment Lists

*  Pupil payment lists are provided in Kiteworks twice a year:

* Aspart of the September Enrollment Audit certification.

« After the end of the school year. The year end statementincludes a

summary of the payments made for the year.

*  Duringthe year, the school can use the count reports to determine the
pupils for which the school received a payment. Unless the DPI notifies the
school a pupil is not eligible, the school will receive a SNSP payment based

on the submitted pupil count reports.

e

The DPI provides a listing of pupils for which the school received a SNSP payment twice a
year. As part of the SNSP September Enrollment Audit certification process, the DPI will
provide each SNSP Administrator with a listing of the pupils that the school received a
payment for in the first half of the school year. After the school year is done, the DPI will
provide the SNSP Administrator with a list of the pupils for whom the school received a
payment for at any time during the school year. These listings will be uploaded to the school’s
Kiteworks folder, which is accessible to the SNSP administrator. Instructions how to access
and download information in Kiteworks are available at https://dpi.wi.gov/parental-
education-options/special-needs-scholarship/school-reports.

Prior to receiving these lists, schools can use their pupil count reports to determine the pupils
for which the school received a payment. The school will receive a payment for each pupil in
the count reports unless the school receives notification from the DPI that a pupil was not
eligible for payment. Please note the school’s folder in Kiteworks will only include a blank
copy of the reports. The completed copy of the reports are uploaded by the SNSP
administrator in the completed report folders we will discuss at the end of this training.



Aids Register

Related Links

* Schools can use the Aids Register to
identify the program each payment is

related to.

* The link for the Aids Register is available
on the SNSP/Choice homepage under
“Related Links”.

—_
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Schools are able to see any payments made by the DPI in the Aids Register, including SNSP
payments, Choice payments, and payments for the USDA food program. The Aids Register

identifies what program each payment relates to.

To access the register from the SNSP website, click on “Aids Register” located on the left

menu bar of the SNSP homepage.




Aids Register

Welcome to STAR AIDS Register

Fiscal Year:
Agency Id:
Agency Name:

Submit Reset

*  The“Fiscal Year” is the end of the school year for which the payment is made. The
payments are not included in the Aids Register based on the period they relate to.

* Inorderto obtain the payments for your school, begin typing in the school name and
the Agency ID will automaticallyfill in.

—_

In order to view the school’s payments, enter the fiscal year, the school’s legal entity name
and agency number. For example, if you enter “2026” for the fiscal year, you would see the
payments made during the 2025-26 school year. Next, enter the school’s legal entity name
and click in the agency number box. The agency number will automatically fill in. Finally,
press submit to view the payments for your school.

The Aids Register will list all of the payments made from July 1st to June 30t for the
identified school year. Since the payments are included based on when they are made, they
caninclude payments that relate to other school years.



2025-26 SNSP Payment Amounts

* The 2025-26 payment amounts are as follows:
» $16,049 per FTE for full scholarship students
« $10,877 per FTE for partial scholarship students in K-8
« $13,371 per FTE for partial scholarship students in 9-12

* See the SNSP payment page at https://dpi.wi.gov/parental-

education-options/special-needs-scholarship/payments.

- —_——




Obtaining the Pupil Count
Report & Completing the
Cover Page




Accessing Kiteworks

* Instructions to use
&’arental _— . Kiteworks are

Education
= Options

Special Needs Scholarship Program- available on the School

Prcrmeiogam  OChool Submitted Reports Submitted Reports
Tonste Rt page.

parents & schools) )
« Quarterly Implementation and Progress Report Form - Coming soon

School Information

U24-25 Statement of Actual Co:

+ Kiteworks website:
https://sft.dpi.wi.gov/

Program Bulletins
+ SNSP Kiteworks Instructions 8}

school Application &
Transfer Request

Processing Updating School Information

+ School Information Update Form B Updating SNSP Administrator, school locations, and
school name.

_L_

Kiteworks Instructions are available at https://dpi.wi.gov/parental-education-
options/special-needs-scholarship/school-reports that explain how to set up a
Kiteworks account, download documents, and upload completed reports.

School Submitted
Reports

The count reports are available in Kiteworks at https://sft.dpi.wi.gov/. Each SNSP
administrator is given access to their reports in Kiteworks. The DPI will send an email
to all SNSP administrators and designees when the count reports are available.




Obtaining the Pupil Count Reports

* The pupil count report is available in the school’s Kiteworks
folder. Click on your school’'s name.

(3 = ) Last web login
il = Getthemobileapp 5o, 53 2022, 1213 A

f Compose e Upload o Show info
Inbox Kiteworks

Sent Name Updated v Size

Drafts 22 Example School Today, 11:41 AM

Trash
22 Audit & Agreed Upon Report Submissions Today, 8:05 AM
Outbox

22 SNSP Completed Reports Sep 21, 2022
ALL FILES

Recents

Shared with me

The SNSP administrator must then log into the Kitworks account, click on “All Files” and then
click on the school’s folder.

SNSP designees may assist with completing the reports but only the SNSP administrator may
download the report from Kiteworks, sign the report, and upload it to Kiteworks once
completed. Please note the school’s folder in Kiteworks will only include the blank copy of the
report. The completed copy of the report is uploaded by the SNSP administrator in the
completed report folders we will discuss later in the training.



Obtaining the Pupil Count Reports (cont)

» Download the report by checking the box next to the “{Your school} Sept 2025
SNSP Pupil Rpt” and selecting “Download”.

« DO NOT CLICKON THE REPORT NAME to download the report.

* To access and complete the report, you need to use a PC computer with
Microsoft Excel installed. Schools should not use Google or a Mac computer.

Iders > Example School

TH 2 editcontent v | [ 3 send e | [ o share e | [ 1o more

ple School - City Sept 2025 SNSP Pupil Rptsds

In the school folder, the SNSP administrator must download the “{Your school} Sept 2025 SNSP
Pupil Rpt” by checking the box next to the report and clicking the “Download” button. Please
note that there will be other reports/listings in the folder. Ensure you select the one labeled
“{Your school} Sept 2025 SNSP Pupil Rpt.”

If the SNSP administrator clicks on the report name, Kiteworks will only open a pdf version of
the report. This will not allow you to change it to an Excel document or download it as an
Excel document.

To access and complete the report, you need to use a PC computer with Microsoft Excel
installed. You should not use Google or a Mac computer for completing the report. These
programs will break the formulas embedded in the Report, and it will not work correctly.




Cover Page - First & Last Day

* The school name and available grades will be prefilled.

« Onthe 3" Friday in September Pupil Count Report, the school must enter

the first and last day of school in Section | on the Cover Page.

I. SCHOOL INFORMATION

School Name

SNSP Available Grades

First Day of School Last Day of School

E_

The DPI will be providing a prefilled 3 Friday in September Pupil Count Report that
indicates the school name and SNSP available grades for the school.

On the 3rd Friday in September Pupil Count Report, the school must enter the first and last
day of school in Section | on the Cover Page. The dates inserted here should not include
summer school dates.



Completing Schedules 1 & 2




Schedule 1 - Applications

»  The DPI will prefill Schedule 1 with eligible pupils who met one of the following by the

applicable count date:

* Arecontinuing SNSP pupils at your school; or

» The school submitted an eligible application or transfer request for the current

school year.
A B C ] E F G H I J K L M N
2 | App# |Pupil's First Name | Pupil's Last Name Date of Birth | Scholarship | 25-26 Grade on Attended | Agreed to Pupil Grade | Questions Age Pupil Head-
= Type Grade Count Date | & Eligible | Services? |Eligible for | Changed | Answered | Eligible | Eligible count
Scholar- for 3rd
ship? Fri
r r

1 1053 Mary Weber Mo Full K4 K4 No No No No
2 1058 Lynn Smith 8/30/2020 Full KS Yes Noe Yes No
3 1059 Sylvia Sjones 51302017 Full 2 2 No No Yes No
4 1054 Marcy Taylor 1272772012 Full 7 7 No No Yes No

—L_

Schedule 1 will be prefilled by the DPI with the pupils who are continuing SNSP pupils and
any applications or transfer requests for the current school year that the school has
submitted to the DPI by the applicable count date that are eligible when the count report is
prepared. Column D will identify the type of scholarship the pupil is eligible for. It will
indicate partial if the pupil had an IEP team reevaluation that determined the pupil no longer
had a disability while the pupil was participating in the SNSP in a prior year. The payment for
partial scholarship pupils will be based on the Choice program payment rate.

If the school has not submitted any applications or transfer requests to the DPI or if all of the
applications or transfer requests submitted to the DPI have been determined ineligible,
Schedule 1 will be blank and the school should proceed to Schedule 2.



Schedule 1 - Grade Changes

The school must review the Grade on Count Date column to determine that each grade matches

the pupil's grade on the count date per the attendance records. If it does not, the school must:

Choose the correct grade in Column F from the drop-down list, and

If the pupil applied in the current school year, change the grade on the paper application or

transfer request form.

If the grade changes, Column J will say “Yes” and be highlighted green.

A B [+ D E F G H 1 J K L M N
2 | App# |Pupil's FirstName | Pupil's Last Name | Date of Birth | Scholarship | 25-26 Grade on |Attended | Agreed to Pupil Grade | Qupstions Age Pupil Head-
- Type Grade] CountDate [J& Eligible | Services? |Eligible fdr | Changed | Angwered | Eligible | Eligible | count
Scholar for 3rd
ship? Fri
- - v - | - v - X - -
r r

2 1058 Lynn Smith 8/30/2020 Full K5 Yes No Yes No
4 1054 Marcy Taylor 122712012 ‘ Full 7 8 Yes No Yes No

e

Column E will identify the grade most recently identified for the pupil on the application,
transfer request, student rollforward, or a previous count report. The Grade on Count Date
in Column F will automatically default to this grade, with the exception of K5 pupils. If the
pupil is a K5 pupil, the school must select the applicable K5 category in Column F. There will
be a “Yes” in Column J for all K5 pupils.

If the grade the pupil attended on the count date per the attendance records is different than
the grade in Column E, the school must update the grade using the drop down in Column F.

Additionally, if the pupil applied in the same school year the report is being completed for, the
school must correct the grade on the application or transfer request form using the strike
through method. This means the school must put a line through the incorrect grade on the
paper application or transfer request form, write the correct grade, and the SNSP
administrator or designee must initial the change. The auditor will ensure that this has been
completed as part of the Enrollment Audit.

In this example, the grade for Marcy changed from 7th to 8th grade. Since thereis a grade
change, Column J indicates “Yes” and is highlighted green. The school should review Column J
for any grade changes and update the paper application or transfer request form to the new
grade using the strike-through method if the pupil applied in the same school year for which
the report is being completed.



Age Eligibility

*  Pupils must meet age eligibility requirements:

* K4 pupils =4 years old by September 1

» K5 pupils =5 years old by September 1

» 1st graders =6 years old by September 1

» Pupils may not be 21 as of the date they apply or September 1, whichever

is later.

—L_

Pupils participating in the SNSP are required to meet age eligibility requirements. K4 pupils
must be four-years old by September 1, K5 pupils must be five-years old by September 1, and
1st graders must be six-years old by September 1. Please note there is no early admission
option for the SNSP.

In addition, pupils may not be twenty-one years old as of the date they apply or September 1,
whichever is later. A current participant in the program is not eligible to participate in the
SNSP the school year after he or she turns twenty-one years old.



Age Eligibility (cont.)

» If the pupil does not meet the age requirement, Column L will indicate “No”

and Column M will indicate the pupil is not eligible.

A B C D E F G H 1 J K} L M N
2 | App# |Pupil's First Name | Pupil's Last Name | Date of Birth | Scholarship | 25-26 Grade on Attended | Agreed to Pupil Grade | Quesfjons Age Pupil Head-
- Type Grade Count Date | & Eligible | Services? | Eligible for | Changed | Answgred | Eligible | Eligible count
Scholar- for 3rd
ship? Fri
r
| 1 1053 Mary Weber 712021 Full K4 K5-05FTE - Yes ] No No
t

—_

If the pupil does not meet the age requirements, a “No” will be identified in Column L and the
pupil will not be eligible for the SNSP.

In this example, the grade on Mary Weber’s application was K4. The attendance records
indicate Mary attended K5 on the count date. Mary is not age eligible for K5 so Column Lis
indicating “No” and Column M, the pupil eligibility column, is indicating the pupil is not
eligible.



Schedule 1 - Attended, Eligible & Agreed to

Services

*  For each pupil the school must identify, using the drop down options:

* Column G= Whether the pupil met the attendance requirements and is eligible for the SNSP by the

count date.
*  Column H= If the parent/guardian and the school agreed to the services that would be provided.

* Column I=If the pupil is still eligible for a SNSP scholarship.

A B c D E F G H I J K L M N
2 | App# |Pupil's First Name | Pupil's Last Name | Date of Birth | Scholarship | 25-26 Grade on Attended | Agreed to Pupil brade | Questions Age Pupil Head-
o Type Grade | CountDatg | & Eligible | Services? |Eligible for | Changed | Answered | Eligible | Eligible | count
Scholar- for 3rd
ship? Fri
- T - - - - - - - - - - - - - -
r
1 1053 Mary Weber TH2021 Full K4 K5-05FTH Yes Yes Yes Yes Yes No No
3 1058 Sylvia Sjones 573072017 Full 2 2 No No No Yes No
4 1054 Marcy Taylor 12/27/2012 Full 7 8 Yes Yes Yes Yes Yes Yes Yes 1

_ 24

Once the grade has been identified, the school must complete Columns G, H, and | by
inserting Yes or No. If any of the questions are not answered, such as for Sylvia Sjones, “No”
will show in Column K. The exception to this is if the school indicates a pupil is no longer
eligible for a scholarship in Column I, the remaining columns and grade on the count date do
not need to be completed.

If “Yes” is selected in Column G, Column | will automatically default to “Yes.” If the pupil does
not meet the requirements in Columns G, H, and |, the pupil will not be eligible for the SNSP
as of the applicable count date.



Column G - Attendance Requirement

+ Tomeet the attendance requirement a pupil must either:

* Beinattendance for instruction on the count date; or

« If absent on the count date, have attended at least one of the days
before and at least one of the days after the count date and not have
been enrolled in any other school or have been homeschooled during

the absence.

—_

The first of two requirements necessary to mark “Yes” in Column G is that the pupil met the
attendance requirement. In order to meet the attendance requirement, the pupil must either
be in attendance on the count date or be in attendance any day before and any day after the
count date. Additionally, the pupil cannot have been enrolled in any other school or have
been homeschooled during the absence.

Please note the requirement that the pupil attend any day before and any day after does not
mean that the pupil must attend the school the Thursday before and the Monday after the
count date. It is any day before and any day after during that school year, other than during
summer school.



Determining Attendance For Virtual

Instruction

» Ifaschoolis providing virtual instruction, in whole or
in part, it should create a policy indicating how it is

determining a pupil is in attendance for a day.

E_

If a school is providing virtual instruction, in whole or in part, it should create a policy
indicating how it is determining a pupil is in attendance for a day.

Examples of how a school may determine a pupil is in attendance for a day of virtual
instruction include a pupil logging into online instruction provided by a teacher or a pupil
submitting one of the day’s activities to the teacher. Please note that instruction must include
more than dropping off homework. The teacher must be working with the child on the
materials such as grading the materials and providing the graded materials to the student.



Determining Attendance For Virtual

Instruction (cont)

* Theschoolis responsible for documenting that the pupil
received instruction that meets the count requirements
and recording the pupil’s attendance in the school’s
attendance recordes.

* The policy of how the school determined a pupil is in
attendance for a day must be provided to the auditor as
part of the Enrollment Audits.

—L_

The school is responsible for documenting that the pupil received instruction that meets the
count requirements and recording the pupil’s attendance in the school’s attendance records.

The policy of how the school determined a pupil is in attendance for a day must be provided
to the auditor as part of the Enrollment Audits. The auditor will then ensure that the
attendance was taken consistent with the policy.



Column G - Eligibility Requirement

* Anew applicant is eligible if the pupil has an eligible SNSP transfer request
or application. For an application to be eligible, the school must have
received a copy of the Individualized Education Program (IEP) or services
plan as verification from the Local Education Agency (LEA) that the pupil

met the |EP or services plan requirement by the applicable count date.

*  Continuing SNSP pupils must still be eligible for the SNSP.

e

For a new applicant, which includes SNSP pupils transferring from another school, the pupil
must have an eligible SNSP transfer request or application. As a reminder, in order for an
application to be eligible, the school must have received a copy of the Individualized
Education Program (IEP) or services plan from the Local Education Agency (LEA) in response
to the IEP/services plan verification email by the count date. The next two slides describe
the IEP/services plan verification requirements in further detail. Schools are strongly
encouraged to review these slides to ensure they have an eligible 2025-26 application.

A continuing pupil must still be eligible for the SNSP. We will discuss the situations that
would make a pupil no longer eligible for the SNSP shortly.



IEP/Services Plan Verification Email Review

Before sending the IEP/Services Plan LEA Verification Request Email for a 2025-26 application, the
school should check the following:

e The Application School Year must be the 2025-26 School Year. If it is not, the school is using the
email from the wrong school year.
e The Student’s Name and Date of Birth match the application.

e The date application received matches the date in the For School Use Only section of the application
(as a reminder the date application received on the paper form must be completed before sending
any emails to the LEA/resident school district).

e The SNSP eligibility criteria has the correct year in the second eligibility option. Specifically, for the
2025-26 school year, it should indicate, “The student has an |EP or services plan that was developed
no earlier than September 15, 2022 AND the student has not had a more recent reevaluation since
the plan was developed that determined that he or she no longer had a disability.” (the date that is
updated each year is in bold)

EE— .

This slide describes the items the school should review related to the IEP/services plan
verification email to ensure it includes all of the requirements. If the email that was sent
does not include all of the requirements on this screen, the school should reach out to the
Department as soon as possible with an explanation of what was incorrect/missing.




Examples of Insufficient Ways to Meet the

LEA Verification Requirement

e Obtaining a copy of the IEP/services plan provided by the parent.
e Using a copy of the services plan the school already has in its files.

e Requesting a copy of the IEP/services plan emailed to the school from the LEA before the date
application received or before the application is determined eligible other than the IEP/services plan.

e Using an IEP/services plan sent by a LEA in response to an email from the private school that doesn’t
include all of the items in Appendix A of the IEP/Services Plan LEA Verification Request Email, such as
the SNSP eligibility criteria that is applicable for the student. This would include record request
emails that only ask that the LEA send the private school a copy of the most recent IEP or services
plan.

e For example the following email would not be sufficient: “We received a SNSP application for John Smith. Can
you please send us the copy of his most recent IEP/services plan?”

e Using an IEP/services plan that is not sent in reply to the IEP/Services Plan LEA Verification Request
Email sent by the private school.

I .

This slide describes examples of insufficient IEP/services plan verification emails. If the
school completes any of the items on the screen, the application would not be eligible. If
this is the case, the school must identify the student is not eligible for a scholarship in the
pupil count report. If the student may be eligible with a corrected application/verification
email, the school should obtain a new application from the parent and complete the
eligibility determination. If the student is determined eligible by a future count date,
including the IEP/services plan verification, then the school would be able to count the
student on that count date. The Department strongly encourages schools to use a student
application checklist for every application to help ensure the application is eligible.




Column H - Agreed to Services Requirement

» The private school and the parent must have agreed to the services to be provided to the
pupil. The private school must have a signed agreement with the parent indicating what
services will be provided by the count date. Both the private school and parent must sign and
date the agreement.

« If the private school does not have a signed agreement with the parent by the count date
identifying the services that will be provided to the student, or if the school is not providing
the services in the agreement, the private school will not be eligible for a payment for that
count date.

* Oncethereis an agreement for a student, the agreement does not need to be modified unless
thereis a change in the services that need to be provided/are requested.

3
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In order to receive payment for a pupil, the private school and the parent must have agreed to
the services that will be provided for the pupil. This agreement must be in writing and signed
and dated by the parent and private school by the count date. The school must be providing
the services as of the count date. As part of the Enrollment Audits, the auditor will ensure the
private school had a signed agreement on what services will be provided by the applicable
count date. If the private school does not have the agreement by the count date but gets it
prior to the next count date, the student would be eligible for the next count date.

Once there is an agreement for a student, the agreement does not need to be modified unless
there is a change in the services that need to be provided/that are requested.

See the Agreement of Services to be Provided section and Frequently Asked Questions in the
Student Application and Transfer Request Information Bulletin for additional information on
these requirements.



Agreement of Services Template & Additional Information

* Schools may use the Agreement of Services template available on the

School Application and Transfer Request Processing webpage.

* The Agreement of Services template is optional. The school may use the
template text and add it to a document with school letterhead, if

desired.

EE— .

The department provides an agreement of services template that schools can use when
creating the agreement services required for the SNSP. The agreement of services template
is optional. Schools may use the template text and include it on the school's letterhead, if
desired.

See the Agreement of Services to be Provided section and Frequently Asked Questions in the
Student Application and Transfer Request Information Bulletin for additional information on
these requirements.



Special Needs Scholarship Program: Agreement of Services

This optional template is being provided by the Department of Public Instruction for the private school and parent or legal guardian ("parent’) to
document the services the parent and the private school have agreed the private school will provide for the student. If desired, the private
school may insert its letterhead in the header. The private school and the parent must agree to the services that will be provided to the SNSP
student. In determining the services that will be provided by the private school, the private school and parent should refer lo the Individualized
Education Program (IEP) or services plan developed by the local education agency. If applicable, this document should include services
provided by the private school through a contracted service provider. The services outlined in an IEP or services plan will not be provided by the
privale school unless they are included below. This document does not include services thal are provided by the public school district through a
services plan, if the student has a services plan from the public school district, those services are outlined in the services plan from the public
school district, which is a separate document

The school and the parent must agree to the services that will be provided for a student before the school will be eligible to receive a SNSP
payment for the student

A. General Information

Private School Name

Student Name 1 Student Date of Birth:

Private School Special Education Program Overview Below, the school may provide informalion about general services the private
school offers fo students with disabilities that will be available for the student. This should describe general services offered by the school
rather than specific services that will be provided for the student

Special Needs Scholarship Program: Agreement of Services

The top of the
template clarifies that
this is an agreement
between the parents
and the private school.
The school may use the
top block to identify
the school name, the
student name, and the
student’s date of birth.

33
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In the first section the school should identify the private school name, the name of the
student, and the student's date of birth. Then, the school may provide a general description
of services available for students at the school. An example of this is that the school could
identify that it has low staff to student ratios. This section should not identify services that

may or may not be provided to the student.



Agreement of Services Template (cont.)

B. Services Provided to Student

In this section, the private school and parent should identify:

) Aids, services and other supports that will be provided to enable the student to be educated with nondisabled children.
Examples of these types of services include: an aide, specific assistive technology devices (specify the type that will be used), any
staff support for personal care or during school transitions, or any other similar commitment of resources by the private school to
educate the student.

2) Specially designed instruction, regardiess of where the instruction is conducted, that is provided to meet the unique needs of a
child with a disability, including instruction in physical education. Examples of these types of services may include: a curriculum
that is designed to meet the unigue needs of a child with a disability or providing additional tools/resources as part of the learning
curriculum (such as a specialized computer program to help a child with a subject).

3) Related services such as transportation or such developmental, corrective, and other supportive services as may be required to
assist the child in benefiting from special education, Examples of these types of services include: speech-language pathology and
audiology services, interpreting services, psychological services, physical and occupational therapy, social work services, school
nursing services designed to enable a child with a disability to receive an education, counseling services, including rehabilitative
counseling, or orientation and mability services.

O None

Description Frequency & Amount

School staff will provide speech therapy. Once per week for 30 minutes

3};:;2}.1001 will frovids o ene-of:one 4ide durifE forming An aide will be provided daily in the morning from §-12
The school will provide specially designed math instruction. Daily for 30 minutes

i rd i
The school will contract with a 3 party therapy clinic for Twice per week for 20 minutes
occupational therapy from an occupational therapist. 3¢,
>

‘» —]

In the next section the school should include any special education services that the parent
and the school have agreed the private school will provide for the student. This section
provides similar categories to an IEP, so the school can identify services from a student’s IEP
that the school provides. The school may choose to provide services that were not
included in the student’s IEP.

For example, this section should identify a full time aide for the child if the private school
and parent have agreed the private school will provide a full time aide for the child.
Another example is if the school will provide speech and language services, the school
should identify speech and language services in the description and then identify the
frequency and amount in the frequency and amount column.

Please note the school should only identify the services that are being provided by the
private school either directly or from a contracted provider of the private school. The
agreement of services should not identify services being provided by the public school
district because the agreement of services represents an agreement between the private
school and the student’s parent or guardian about what services the private school will
provide for the child.




Agreement of Services Template (cont.)

C. General Classroom Accommodations

In this section, the private school and parent may include accommodations to the general curriculum that the student needs to meet the
educational standards that apply to all students. Examples of these include extra time for examinations, the option to type an assignment
rather than handwrite, oral recitation of examination questions or assignments, retelling assignment instructions, etc.

o None

Description Frequency & Amount

* If the school provides accommodations in the general classroom for the student, such
as retelling assignment instructions or extra time for examinations or certain kinds of

assignments, the school can describe those here.

- —_——]

In the next section the school may identify any accommodations that will be provided in
the general classroom for the child.



Agreement of Services Template (cont.)

|
D. Additional Information

If there are any other items the school and parent have agreed will be provided for the student, identify them below. In this section, identify
any activities that will be provided directly to school personnel to help the school personnel meet the needs of the student, if applicable. An
example of this would be school personnel attending a training on how the school personnel can meet the needs of the student related to

their disability.

Description

» Section D provides space for the school to describe any other items
that the parent and the private school have agreed upon.

In Section D, the school should identify any other items that the school and the parents
have agreed the private school will provide for the child.

If the school and parent agree the school will provide specific training or resources for staff
to help meet the needs of the student—that information should be identified here. For

example, if the student is visually impaired and the staff needs training on how to assist the
student with specific technology needs, the school could identify that training in Section D.




Agreement of Services Template (cont.)

E. Signatures

By signing this agreement, the parent/legal guardian and the school agree that the services in this agreement will be provided by the school
for the student unless and until 1) there is a change in the services that are requested by either the school or parent/legal guardian, and a
new agreement is signed and dated by the parties, or 2) the student no longer participates inthe SNSP. [n prder i be eligible for a SNSP
payment, the parent/legal guardian and school must have agreed to the services and the school must be providing said services to the
student. Each quarter the school will provide the parent/legal guardian information on the implementation of this agreement and the pupil

progress using the Parent Record of Implementation and Progress Form.
Printed Mame of Parent or Legal Guardian Signing Eelow

's

Signature of Parent or Legal Guardian Date Signed Mo./Dayrr

Printed Mame of School Representative Signing Below

Signature of School Representative Date Signed Mo./Dayrr

The last section provide space for the school and parent signatures.

The private school must have a signed agreement with the parent indicating what services
will be provided by the count date. Both the private school and parent must sign and date
the agreement by the count date.




Column | - Eligibility Requirement

*  Continuing pupils meet the eligibility requirements until one of the following occurs:

* The pupil graduates from high school;

e The pupil turns 21;

* The pupil no longer resides in Wisconsin;

* The pupil enrolls in another school or a home-based educational program;
* The pupil is not made available for a reevaluation; or

* Apupil who has been determined to no longer have a disability leaves the SNSP school

that the pupil is attending.

e

A pupil who has been determined eligible for the SNSP will continue to receive a SNSP
scholarship until one of the situations listed on this screen occurs. If a pupil listed on Schedule
1 had one of these situations occur, indicate they are no longer eligible for a scholarship in
Column I. This pupil will then be marked ineligible at your school for any future SNSP
payments. If the pupil was not eligible for one of the count dates but does not have one of the
situations on this screen occur, the pupil would still be eligible to receive a SNSP scholarship
if he or she meets the SNSP requirements in the future.

If the school determines a pupil is no longer eligible for a scholarship either before they
receive the count report or after the due date of the count report, the school must withdraw
the pupil using the Withdraw link in the Student Summary in the SNSP Portal. Please note that
this link will not be available between the count date and the due date of the count report, please use
the count report to report student withdrawals that occur by the count date. Withdrawals after
the count date should be reported once the Withdraw button is available again in the SNSP
Portal.

The first situation that would make a pupil no longer eligible for a scholarship is if the pupil
graduates from high school or turns 21 by the end of a school year. If this occurs, the school
should notify the DPI at the end of that school year or the beginning of the next school year
since the pupil will no longer be eligible for the SNSP.



The next situation that would make them no longer eligible for the SNSP is if the pupil lives
outside of Wisconsin. For continuing pupils this will generally be determined in conjunction
with the 3 Friday in September Pupil Count Report. As part of this report, SNSP schools are
required to determine continuing pupils’ current address.

Another situation that would make a pupil no longer eligible for the SNSP is if they attend a
different school or a home-based educational program. If a pupil has not been attending the
school, the school should follow up with the parent to determine if the parent would like to
withdraw the pupil from the SNSP or if the pupil is enrolled in another school or a home-based
educational program. If the parent indicates that they would like to withdraw the pupil or if the
pupil is enrolled in another school or a home-based educational program, the pupil is no longer
eligible for the SNSP.

Next, if a parent does not make their pupil available for an IEP team reevaluation within 60
days of a request being made by the resident school district, the pupil would not be eligible for
the SNSP.

Finally, if a pupil who has been determined to no longer have a disability leaves the SNSP
school that the pupil is attending, the pupil would no longer be eligible for the SNSP.



Column I-Choice Program Participation

* Schools also participatingin the Choice program should:

» Reviewthe list of pupils identified as eligible for a SNSP scholarship on Schedule
1 and ensure the pupils were not also counted as a Choice pupil for the same
count date.

* If apupil applied to the Choice program and the SNSP, the department
recommends getting a letter from the parent/guardian identifying which

program the pupil will participatein. See the SNSP Initial Student Eligibility

Bulletin to determine if there are any required notifications to DPI based on the

program selected by the parent.

e

If the school is also participating in the Choice program, the school must determine whether
any of the pupils counted for the SNSP were also counted for the Choice program for the
respective count date. Schools may not receive a SNSP and Choice program payment for the
same pupil for the same count date. If a student applies to the Choice program and the SNSP,
the department recommends that the school obtain a letter from the parent/guardian
indicating which program they would like the pupil to participate in. Additional information
on this letter and the required notifications to DPI is available in the first Frequently Asked
Question in the SNSP Initial Student Eligibility Bulletin available at
https://dpi.wi.gov/parental-education-options/special-needs-scholarship/bulletins.

Please note that a pupil may be in the Choice program for one count date and the SNSP for
the other count date. For example, a pupil participates in the Choice program for the 3
Friday in September. After the 37 Friday in September, the pupil applies to and is accepted
into the SNSP. The parent determines they would like their child to participate in the SNSP.
This pupil would then be counted in the SNSP for the 2™ Friday in January count date as long
as they meet the attendance requirements.



Cover Page - Cover Page and Schedule 1 Errors

Review

* Before completing Schedule 2, determine that Errors 1-4 on the Cover Page are not
showing “ERROR’

» Ifany are showing “ERROR;" the error must be resolved before proceeding to Schedule 2.

» By placing your cursor on the question mark you can view the comments that provide

information on how to resolve the error.

Il. ERRORS

Correct any errors before submitting the report to DPI. Read ? for additional information on how to resolve the error.

|
7 1. The school name in Section | must be completed 0K
—“{ENROLLED & SERVICES AGREED UPON
5& ERROR
For each pupil on Schedule 1, answer the questions in Columns F-l. See Schedule 1 for
T additional information OK
—
Z OK
- e SERSE o AR A EMET il A cn e

Once the school has completed Schedule 1, it should review the errors summary on the Cover
Page for Errors 1-4. By placing your cursor on the question mark you can view the comments
that provide information on how to resolve the error. An explanation of errors 2-4 is provided
on the following slides.



Cover Page - Resolving Error 2

*  Pupils who are missing information can be identified because Column K will
be highlighted red. In the example below, Error 2 would show because

Columns F and H-I have not been completed.

A B [ » ] E F G H 1 J K L M N
2 | App# |Pupil's FirstName | Pupil's Last Name Date of Birth | Scholarship | 25-26 Grade on Attended | Agreed to Pupil [Gradeg Questions Age Pupil Head-
a Type Grage | CountDate | & Eligible | Services? |Eligible for | A d | JEligible | Eligible | count
Scholar- for 3rd
ship? Fri
- X - - - - - - v - - - - -
v

2 1058 Lynn Smith 8/30/2020 Full KS No ( Yes No Yes No
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The SNSP administrator can identify the pupil(s) who are creating Error 2 because the
Questions Answered column for the pupils creating the error will indicate “No” and be
highlighted in red. In the example shown on this slide, Error 2 would show because Columns F
and H-I have not been answered for the pupil. Answering the questions will remove the “No”
from Column K in Schedule 1 and the error message from the Cover Page, if the pupil was the
only one missing the information.



Cover Page - Errors 3 & 4 Review & Corrections

I. SCHOOL INFORMATION

School Mame

SNSP Available Grades

Il. ERRORS

Correct any errors before submitting the report to DPI. Read ? for additional information on how to resolve the error.

= 3. SNSP students must be in a grade that was designated as a SNSP available grade 0K

= 4. The number of SNSP students in a grade category cannot exceed the number of SNSP oK
I scholarships available for the category
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Error 3 will be identified if the school selects a grade in the Grade on Count Date column that
was not designated as a SNSP available grade on the Intent to Participate (ITP) or a
subsequent School Information Update form submitted via the SNSP Portal. The SNSP
available grades are identified on the Cover Page in the “School Information” section. The
school may not accept applications or transfer requests for grades it did not identify as
availableinthe ITP or in a School Information Update form submitted via the SNSP Portal.

Error 4 will be identified if the number of pupils in a grade category exceeds the number of
scholarships available. The school may not give a scholarship to a new applicant if there is not
a scholarship available in their grade category. If the school receives Error 3or 4 due to a
grade change, the school should contact the DPI prior to submitting the count report for
proper reporting.



Schedule 2 - Errors Review & Corrections

Full Scholarship Partial Scholarship Total SNSP Pupils Available Scholarships
SNSP Headcount
Full Time Full Time Full Time Available Exceeds Available
Line Category Head it qui Headcount qui F qui Scholarships Scholarships
1 |4 Year-OldK (6 FTE) 0 0.00 0 0.00 0 0 OK
2 |5 Year-Old K/.5 Day (.5 FTE) 0 0.00 0 0.00 0 0 0K
3 |5Year-Old K/3 Day (.6 FTE) 0 0.00 0 0.00 0 0 OK
4 |5Year-Old Ki4 Day (.8 FTE) 0 0.00 0 0.00 0 0 OK
5 |5 Year-Old K/5 Day (1.0 FTE) 0 0.00! 0 0.00 0 0. OK
6 |Grades 1-8 (1.0 FTE) 0 0.00 0 0.00 0 0
7 |Grades 9-12 (1.0 FTE) 0 0.00 0 0.00 0 0
8 |Total Grades 1-12 0 0.00 0 0.00 0 [1) OK
9 [Total SNSP Pupils 0 0.00) 0 0.00 0 0
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The top of Schedule 2 indicates the SNSP headcount and full-time equivalent for each grade
category. It is separated by the full scholarship and partial scholarship counts. If the number
of SNSP pupils exceeds the available scholarships, you will receive an error message. This
error must be resolved before completing the next section in Schedule 2.

Please note that there is no longer a 4 year old kindergarten (K4) .5 FTE category since all K4
pupils are now counted at the .6 FTE category. As aresult, all K4 SNSP pupils will be included
onthe .6 FTE line. If the school previously had the K4 pupils in the .5 FTE category, DPI
changed the available scholarships for K4 to the .6 FTE category.



All Pupil Count

Include ALL pupils (including non-SNSP pupils) at the school in grades K4-12, even if a particular

grade is not offered to SNSP pupils.

. If the school provides K4, K5, or any other grade for the public school district, do not include

those pupils in the all pupil count.

. If the school has kindergarten age pupils enrolled in day care, they are not included in the all pupil

count.

. If the school is providing educational programming that meets the required number of hours of
instruction and the pupils are age eligible, pupils in K4 and K5 should generally be included in the
all pupil count. If the school is fully accredited, it must also be accredited for that grade to add it.
If it is not fully accredited, the grade must have been identified as a grade offered by the school in

the approved Private School Requirements form by August 1.
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The all pupil count must include all pupils at the school in grades K4 to 12, even if a particular
grade is not offered to the SNSP pupils. If the school provides K4, K5, or any other grade for
the public school district, those pupils should not be included in the all pupil count.

If the school has kindergarten age children and kindergarten is not a grade that is available
for SNSP or Choice program pupils, the school must determine if it considers the children
enrolled in educational programming or if it considers the children enrolled in daycare. Itis
the school’s decision how it would like to treat the program. However, if the school is fully
accredited, it must also be accredited for that grade to add it as an educational programming
grade. If it is not fully accredited, the grade must have been identified as a grade offered by
the school in the approved Private School Requirements form by August 1. If the children are
considered to be in day care, the costs for that program may not be included as an
educational programming cost for the school. If the school is also participating in the Choice
program, the determination of whether the program is educational programming or not must
be the same.

Generally, if the school is providing educational programming that meets the required
number of hours of instruction, the program meets accreditation requirements, and the
pupils are age eligible, pupils in K4 and K5 should be included in the all pupil count.



All Pupil Count (cont.)

* Include any pupils, including SNSP pupils, who meet the attendance
requirement. As a reminder, the attendance requirement is that the pupil

was either:

* |nattendance for instruction on the count date; or

* Absent onthe count date, but in attendance on at least one day before
and one day after the count date and was not enrolled in another school

or homeschooled during their absence.
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The all pupil headcount must be entered into Schedule 2 for all pupils at the school who meet
the attendance requirement. The attendance requirements are the same for SNSP pupils and
non-SNSP pupils. The pupils must either be in attendance on the count date or be in
attendance any day before and any day after the count date. Additionally, the student must
not have been enrolled at another school or homeschooled.



Schedule 2 - Complete All Pupil Count

* The all pupil count must be at least as much as the SNSP pupil count for

each category. Ifitis not, an error will show next to that category.

ENROLLMENT COUNT—ALL PUPILS

insert the all pupil headcount for each categery in Lines 10-15. The al pupil headcount includes all pupils meeting the attendance requirements at the school. The all pupil count must include all non-SHSP pupils,
sligible SNSP pupils, and SNSF pupils determinad to be ineligible for SNSF payment for reasons other than not being enrolled. If the all pupil headcount below is less than the SHSP pupil count, an error wil show
This must be resolved prior to submitting the report

since the school is also participating in the Private School Choice Programs (PSCP), the all pupil count below must match the all pupil count in the PSCP Pupil Count Report.

All Pupil Count Less than
Line Category SNSP Count
10 |4 Year-Oid K (8 FTE) oK
11 |5 Year-Old KI5 Day (5 FTE) oK
12 |5Vear-Oid K/3 Day (6 FTE) oK
13 |5 Vear-Oid /4 Day (.8 FTE) oK
14 |5 Vear-Oid K/5 Day (1.0 FTE} oK
15 |Grades 1-12 (1.0 FTE) oK
16 |Total All Pupils 0 0
The SNSP headcount matches the all pupil headcount. Doss the al pupil headcount include all pupils enrolied in educational programming at the school such as
tution paying pupils, Choice pupils, etc? Does the all pupi count above match the PSCP all pupil count in the PSCP School -

17 | Milwaukee Pupil Count Repert in the Online Appiication System (QAS|?

_ 46

The “Errors” section of Schedule 2 must reflect that there are no errorsrelated to Errors 1-4
on the Cover Page before completing the all pupil section. If there are no errors, insert the all
pupil count in the yellow cells in the “Enrollment Count-All Pupils” section.

The all pupil count must be at least as much as the SNSP pupil count because all SNSP pupils
must be included in the all pupil count. If it is not, an error will show next to the all pupil count
category. These errors must be resolved before the report is submitted. If they are not
resolved, an error will show on the Cover Page.

Further, the all pupil count must include all pupils enrolled in educational programming at the
school. As aresult, if the all pupil count matches the SNSP pupil count, the school will receive
a question asking that the school confirm there are no non-SNSP pupils enrolled at the
school. Since most schools have non-SNSP pupils at their school, schools that receive this
error generally need to revise the all pupil count to correctly include all pupils enrolled in
educational programming at the school.



Schedule 2 - All Pupil Count for Choice

Participants (WPCP grandfathered systems)

The SNSP headcount matches the all pupil headeount Does the all pupi headcount include all pupils enrolied in educational programming at the school such as
tuition paying pupils, Choice pupils, etc? Does the above all pupil count include al pupils at. only and exclude the all pupi count for the
17 |other schouls that are part of 57

* Since WPCP grandfathered system schools participate in the Choice program
as a system and as individual schools for the SNSP, the all pupil counts are

determined as follows:

* SNSP All Pupil Count: Only include the all pupil count for the pupils

specifically at that school, not for the whole system.

* Choice Program All Pupil Count: Include the all pupil count for all pupils in

the system.
“

If the SNSP school is part of a WPCP grandfathered system, the all pupil count for the SNSP
school must be the all pupil count specifically at that school. The all pupil count for the SNSP
school should not include the all pupil counts for the whole system. The all pupil count for the
Choice program will include all of the students in the system. If all of the schools that are part
of the WPCP grandfathered system participate in the SNSP, the total of each of the SNSP
schools all pupil counts must match the all pupil count for the Choice program. Schools will
get a question similar to the one on the screen asking that the school confirm the all pupil
count is properly entered for the SNSP school.




Schedule 2 - All Pupil Count for Choice

Participants (non-WPCP grandfathered systems)

The SNSP headcount matches the all pupil headcount. Does the all pupil headcount include all pupils enrolied in educational programming at the school such as
tuition paying pupils, Choice pupils, etc? Does the all pupil count above match the PSCP all pupil count in the PSCP
I __17 [Manitowoc Pupil Count Report in the Online Application System (OAS)?

* Schools that participate in the Choice program that are not WPCP
grandfathered systems must have an all pupil count for the SNSP that matches

the Choice pupil count submitted in the Online Application System (OAS).

* If the counts do not match, the school will be required to resubmit the incorrect
report or confirm the correct counts via email, depending on when the

correctionis identified.
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If the school is also participating in the Private School Choice Programs, the all pupil count on
Schedule 2 must match the all pupil count reported for the Choice program. Line 17 will ask
the school to confirm that the all pupil count for SNSP matches the all pupil count submitted
for Choice program purposes in OAS. These must match. If the reports are submitted but
they do not match, the school will need to resubmit the incorrect report so that the all pupil
counts match or confirm the correct counts via email, depending on when the correction is
identified.




Knowledge Check

Which of the following is NOT a requirement for the agreement of the services
that will be provided for a SNSP pupil.
a. Theagreement must be writing.
b. The agreement must be signed and dated by the parent/guardian and a
school representative.
c. The agreement must be completed by the count date for the school to be
eligible for payment for that count date.

d. Ifthe school will implement the IEP or services plan as written, nothingin
writing from the parent is required.
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D is the correct answer. The agreement must be in writing even if the school will implement
the IEP or services plan as written. The agreement must be signed and dated by the
parent/guardian and a school representative, and it must be completed by the count date in
order for the school to receive a payment for the pupil for that count date.




Knowledge Check

Who should NOT be included in the all pupil count on Schedule 2?
a. SNSP pupils.
b. 4thgraders if the school does not offer 4t grade to SNSP pupils.
c. 4yearoldsif the school considers the 4 year old program to be day care.

d. 5yearoldsifthe school considers the 5 year old program to be
educational programming, the program is accredited, and the school

does not provide the K5 program for the public school district.

E—

The correct answer is c. Children in day care should not be included in the all pupil count.
SNSP pupils should be included in the all pupil count. Further, all grades of the school should
be included in the all pupil count, even if a particular grade is not offered to SNSP pupils.
Finally, if the school considers the 5 year old program to be educational programming and the
program meets the accreditation requirements, the 5 year olds should be included in the all
pupil count. An exception is if the K5 pupils are enrolled in the public school district program
and attending the program at the private school.



Schedule 3 &4
Residency Reverification
3 Friday in September Pupil Count Report Only




3rd Friday in September Pq?.il Count
ifi

cation

Report - Residency Rever

* Residency changes must be reported to the DPI in the 3rd Friday in
September Pupil Count Report.

*  SNSP pupils who are continuingin the program at the school are required,
on an annual basis, to provide residency documentation to their school on or

before the last weekday in September.

* Theresidency documentation must be dated between the third Friday in

August and the last weekday in September of that current school year.

e

Residency changes must be reported to the DPI in the 3rd Friday in September Pupil Count
Report.

Annually, SNSP pupils who are continuing in the program at the school are required to
provide residency documentation to their school. The residency document must be provided
to the pupil’s SNSP school on or before the last weekday in September and must be dated
between the third Friday in August and the last weekday of September of that current school
year. The residency documentation reverification requirements are the same for the
reverification as they are for the initial application verification requirements, except for the
date requirement. The school’s auditor will review this documentation as part of the
September Enrollment Audit.

For more information on the required residency documentation and the residency
verification process, please see the Residency Documentation Bulletin and Continuing &
Transfer Student Eligibility Bulletin on the SNSP Bulletins webpage at
https://dpi.wi.gov/parental-education-options/special-needs-scholarship/bulletins.



Schedule 3 - Identify Address &

Parent/Guardian Name Changes

*  Schedule 3 will list the continuing pupils at the school and the address and

parent/guardian name(s) from the previous year.

* |dentify if there has been a change in Columns J and K.

A B
App# |Pupil's First Name | Pupil's Last Name:

iC D E F G H 1 J K

Date of Birth | Prior Year Parent/ | Prior Year Parent/ Prior Year Street Address Prior Year City | Prior |Prick Year| Did Parent/ Did the Address
dian 2 First & Year ip Guardian Name(s) Change?
s ange?

1058{Lynn Smith 8/15/2019|Lisa Smith Hugh Smith 123 Main St Madison wi 3123

Jones 91142017 | Mark Jone: 456 First St. Madison wi 1345

=
o
B

1054 |Mar Taylor 12/8/2011|Summer Taylor |Winter Taylor 753 W Minster St Madison Wi 1345

e

If the school has any continuing SNSP pupils from the previous year, this schedule will be
prefilled with the parent/guardian name(s) and addresses from the previous year. Continuing
SNSP pupils are pupils who had a SNSP application or transfer request form that was
accepted in a prior school year.

For each pupil, the school must identify if either of the parent/guardian name(s) changed in
Column J. The school should indicate “Yes” in Column J, even if only one of the names
changed. Name changes may occur for reasons such as a legal name change or due to a
change in the guardianship of the pupil. The school is not required to get a particular type of
documentation for a parent/guardian name change. However, the school may want to get
documentation for its records if the name has legally changed or if the guardianship of the
child has changed. Information on the records that could be used for legal name changes are
in Appendix A in the Residency Bulletin available at https://dpi.wi.gov/parental-education-
options/special-needs-scholarship/bulletins.

Next, the school should identify in Column K if the address for the pupil has changed by
reviewing the new residency documentation received for the pupil.

If either of these questions are not answered, Column L will indicate “No” and the school will
receive an Error message. If the school does not answer all of these questions, an error will
show on the cover page.



Schedule 3 - Identify Address &

Parent/Guardian Name Changes (cont)

Schedule 1 * Ifapupilis nolonger

eligible for the SNSP,

A B C D E F G H 1
£ | App# [Pupil's First Name | Pupil's Last Name Date of Birth | Scholarship | 25-26 Grade on Attended | Agreed tqg Pupil the SChOO| can SeleCt
27 Type Grade Count Date | & Eligible | Services 7| Eligible for « . »
Scholar- No Longer in SNSP
ship?
£ - - - v v - - - -
f on Schedule 3.
4| 1054 Marcy Taylor 1272772012 Full 7 8 Yes Yes Yes
1
*  However, if the pupil is
Schedule 3

identified as eligible

L B J e N " for a scholarship in

& | App# |Pupil's FirstName| Pupil's Last Name Did Parent/ Did the Address Questions || Ineligible for

= Guardian Name(s) Change? Answered Scholarship Schedule 1 the SChOOl

Change? Incorrectly ’
Hon et will receive an error
- - E5 R | - - E -
o ST ] ' message.
3 A e | No Longer in SNSP | Mo ERROR g
v

_ 54

If a pupil is no longer eligible for the SNSP, the school can select “No Longer in SNSP” in
Schedule 3, Column J and K. If that pupil is not also identified as ineligible for a scholarshipin
Schedule 1, the school will receive an error message in Schedule 3, Column M.

In the example above, Marcy is identified as no longer in the SNSP in Schedule 3. Since
Schedule 1, Column I indicates she is eligible for a scholarship, the school is receiving an error
message in Schedule 3, Column M. In order to resolve this error, the school must determine
whether or not the pupil is still eligible for a scholarship. If the pupil is, Schedule 3, Column J
should be updated. If the pupil is not eligible for a scholarship, the school must change
Schedule 1, Column | to No.



Schedule 4 - Identify New Address and/or

Parent/Guardian Name(s)

e If Column D indicates “Yes,” complete Columns F - |, as applicable. If there are

two parent/guardians, both of the names must be identified when thereis a

change even if only one of the parent/guardian names changed.

e If Column E indicates “Yes,” complete Columns J-N.

2 | App | Pupil's First |  Pupil's Last Date of | Parent Name Address Current Parent Current Parent Current Parent | Current Parent | Current Street Address |Current City| Current | Current Current School District Name
L Na i ha W W

2 | w8 Syia Jones osioizor No Yes

e

Columns D and E will indicate if the current parent/guardian names and/or the current
address need to be identified based on the responses in Schedule 3.

If you identified a parent/guardian name change on Schedule 3, Column D will indicate “Yes,”
and the first and last names of the current parent/guardian must be identified in Columns F
through I. If there are two parent/guardians, the first and last names for both parents must
be identified when there is a change, even if only one of the parent/guardian names changed.
Note that each name is in a separate column: first name, last name, etc. Do not indicate N/A
or None in the second parent name columns if there is no second parent. If there is no second
parent/guardian, Columns H and | should be blank.

If you identified that the address changed on Schedule 3, Column E will indicate “Yes” and the
address from the current residency documentation must be included in Columns J-M.
Column N requires the current resident school district name for any pupils with an address
change. The school must complete the school district verification for the new address and
select the current resident school district name from the drop down. Information on
completing the school district verification is available in the Residency Documentation
Bulletin on the SNSP Bulletins webpage at https://dpi.wi.gov/parental-education-
options/special-needs-scholarship/bulletins. If a SNSP pupil changes school districts, the
school may want to consider notifying the new resident school district of the SNSP pupil so
the district is able to complete the reevaluation required for SNSP eligibility purposes when



the next SNSP reevaluation is required.

If any of the required columns are not completed based on the changes identified in Schedule 3,
Columns O and/or P will indicate the fields that must be completed in red.



Schedule 4 - Identify New Address and/or

Parent/Guardian Name(s) (cont)

« Ifaschoolincludes a new parent/guardian name or address information for a pupil
that was not identified as having a change, an error will be noted in Column Q
and/or R.

Schedule 3

A B
2 | App# | PupirsFirst | Pupi's Last Name
S Name

G H
Prior Year |Prior | [prior
City Year | Yffar Zi

K
Did the Address | Quds
Change?

v - -

1054 | Marcy ‘Tay\ur |Madison Wi 53711
T

If a school includes a new parent/guardian name or address information for a pupil that was
not identified as having a change, an error will be noted in Schedule 4, Column Q and/or R. In
our example, the school indicated there were no changes to the parent/guardian name or
address on Schedule 3. Then, on Schedule 4 it included the name for parent/guardian 1
because the name was spelled wrong on Schedule 3. Since Schedule 3 has the wrong
information, the school must enter “Yes” to the question of whether there was a change to
the parent/guardian name on Schedule 3. The name of both parents/guardians would then
need to be identified on Schedule 4.

If the school had determined that neither of the parent/guardian names needed to be
changed, they should remove all of the parent/guardian names in Schedule 4.



Knowledge Check

True or False: The school must obtain a new residency document for all
continuing pupils at the school, even if the pupil did not move since last

year.

—_

This is true. The school must obtain a new residency document dated between the third
Friday in August and the last weekday of September of that current school year for every
continuing pupil at the school. This is required for every pupil to ensure the pupil still resides
at the same address.



Final Review & Submission




Cover Page - Final Error Review

Il CRRORS Before submitting, ensure

Correct any errors before submitting the report to OPI. Read ? for additional information on how to resolve the error. there are no errors On the

? 1. The school name in Section | must be completed oK

7 | 2. The questions must be answered for all of the pupis on Schedule 1 ERROR Cover Page. If there are
| 2 3. SNSP students must be in a grade that was designated as a SNSP available grade oK

e 4. The number of SNSP students in a grade category cannot exceed the number of SNSP oK any errors’ they must be

g scholarships available for the category

= 5. The all pupil count must be at least as much as the SNSP pupil count on Schedule 2 ERROR

resolved before

? 6. The all pupil count question was not answered ERROR

= 7. The signature and signature date in Section V' must be completed ERROR su bmitti ng

? 8. First and last day of school must be completed ERROR

= 9. The questions must be answered for all of the pupils on Schedule 3 0K

10. Schedule 3 indicates a pupil is no longer eligible for the SNSP for a pupil not identified as

S iz oK
ineligicle for the SNSP on Schedule 1
| ? 11. Schedule 4 must identify the new information for all pupile with changes ERROR
e 12. Schedule 4 includes parent/guardian name changes for students that are not identified as ERROR
g having a parent/guardian name change
o 13. Schedule 4 includes address changes for students that are not identified as having an address oK
i change

59

The Cover Page will indicate if any errors have not been resolved. See the question marks
next to the error for information on the error and how to resolve it.



Cover Page - SNSP Pupil Status Summary

IlIl. INELIGIBLE PUPIL REASONS

:The following identifies the number of pupils who are ineligible for the reasons identified. If a pupil is ineligile for more than one
|reason, the pupil wil be included in each ineligibilty line.

Did Not Agree to ik Pupil iz not eligible for
Not Enrolled E Not Age Eligible
Services the SNSP Total Ineligible Pupils

0 0 0 0 3

—L_

The Cover Page provides a summary of the number of ineligible SNSP pupils. It shows how
many pupils are ineligible and the reasons they are ineligible. Since a pupil may be ineligible
for more than one reason, the total of the pupils in the ineligibility reasons lines may not
equal the total ineligible pupils.



SNSP Electronic Sighature & Submission

*  The SNSP administrator must type their name and provide a signature date.

* Oncethe Reportis completed, save and close the file.

IV. SH5P ADMINISTRATOR CERTIFICATION

|1 HEREBY CERTIFY, as the SNSP Administrator, that the data submitted on this repert iz, to the best of my knowledge and belief,
accurate and complete. | agree that typing my name below constitutes a legal signature.

Electronic Signature of SNSP Administrator The SNSFP Administrator must lype hisfher name below. Date Signed Mo./Day"rT.

M—

Finally, the SNSP administrator must type their name and the date, indicating that the data
submitted is accurate and complete to the best of their knowledge. Typing their name on this
report is the equivalent of a legal signature. A SNSP designee may assist with the completion
of the report, but only the SNSP Administrator may sign and submit the report.




Report Submission in Kiteworks

- ) Last web login
@ Search & Getthemobileapp 53 5022, 12:13pM A

I' Compose e Upload ﬂ Show info
i Kiteworks

Sent Name

Piaits 22 Example School Today, 11:41 AM

Trash
22 Audit & Agreed Upon Report Submissions Today, 8:05 AM

Outbox

| 22 SNSP Completed Reports

—L_

The count reports must be loaded to the applicable report folder in Kiteworks at
https://sft.dpi.wi.gov/. Kiteworks Instructions are available at https://dpi.wi.gov/parental-
education-options/special-needs-scholarship/school-reports that explain how to set up a
Kiteworks account, download documents, and upload completed reports.

Each SNSP administrator is given access to the folder where the report must be uploaded.
The SNSP administrator must then log into the Kitworks account, click on “All Files” and then
click on the “SNSP Completed Reports” folder.



Report Submission in Kiteworks (cont)

f Compose fary Upload =+ New  *** More o Show info
Inbox Kiteworks > SNSP Completed Reports
Sent Narne Updated Size
Diafts 22 Completed September Pupil Count Reports Sep 21, 2022 0 item
Trash
22 Completed Preliminary Enrollment Reports Sep 21,2022 0 item
Outbox
22 Completed Summer School Reports Sep 16,2022 0 item

ALL FILES

Recents 22 Completed January Pupil Count Reports

—_

Next, the school must select the completed folder for the report they are submitting. For
example, if the SNSP administrator was submitting the 34 Friday in September Pupil Count
Report, the administrator must click on the Completed September Pupil Count Reports
folder.



Report Submission in Kiteworks (cont)

Kiteworks > SNSP Completed Reports > Completed September Pupi...

X upload v ’ + New v ‘ ’ ) Request files

B Uploadfiles
plosy{

I Upload a folder

A Invite new member ees More ¥ ‘

Updated &

* Uploadthefilesin the folder.

» Ifyou cansee thefilein the folder, DPI has access to the report and it is considered
submitted to the DPI. DPI does not confirm receipt of individual reports.

* Do not also email the report.
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In the applicable folder, the SNSP administrator must select the “Upload” button at the top of
the screen and then select “Upload files”. Once the document is uploaded, the report should
be visible in the window. Please note that if you reload the document, it will replace the
previously uploaded document. Please do not also email the report to snsp@dpi.wi.gov
unless specifically requested by DPI staff.

If you can see the report in your folder, it has been submitted to the DPI. The DPI is able to
view it once you have uploaded the report. As aresult, if you can see it in this folder, DPI also
has received it. DPI does not confirm receipt of individual reports.



SNSP Homepage:

https://dpi.wi.gov/parental-education-options/special-needs-scholarship

Email: snsp@dpi.wi.gov

Phone: 1-888-245-2732 ext. 4

If you have any questions about the information discussed in this training please contact the
SNSP team at snsp@dpi.wi.gov or call the toll-free number at 1-888-245-2732, extension 4.




