State Aid Membership Audit Program

Revised: January 2020
Wisconsin Statute 115.28(18) requires membership audits for at least 25% of the school districts each year. School districts are notified annually if they are required to have a current membership audit. A list of districts chosen is also available at the School Financial Services Team internet site at: http://dpi.wi.gov/sfs/finances/auditors/membership/overview. Those districts not selected for a required membership audit may contract for an optional audit. The optional membership audit, attestation, review or compilation report if obtained by the district must be submitted to the Department of Public Instruction (DPI) and any resulting membership changes will be used to compute district aid eligibility. 

Wisconsin Administrative Code PI 17.04(3) requires that the membership audit include an examination of the claimed membership for summer and interim sessions if the district is claiming resident summer and interim session membership.

Eligibility for Inclusion in Aid Membership Count

A pupil must be in attendance for instruction on the count date to be eligible for inclusion in the aid membership count. A pupil can be counted if present for instruction any day before AND any day after the count date while remaining a resident during the period of absence if not in attendance on the count date. Being present merely to enroll or to withdraw from a district does not constitute a day of attendance for instruction.

Districts compile their membership count starting with a headcount of students receiving instructional services directly from the district. The headcount is reduced for students included in the count but not eligible and increased for resident students receiving full-time instruction elsewhere paid for by the district. Districts report their membership to the Wisconsin Department of Public Instruction via the internet PI 1563 reporting model. Auditors have read only access to the same online reports used by the districts. This access will provide auditors with the ability to print information needed to perform the audit.
1) Review and have available for reference during the audit the Guidelines for Counting Students and Counting Students Taking Virtual Classes in the PI-1563 Report. These are essential tools for obtaining the knowledge necessary to conduct the membership audit. The guidelines may be accessed from a link at the Department of Public Instruction's School Financial Services Team internet site at:

https://dpi.wi.gov/sites/default/files/imce/sfs/pdf/guidelinesforcounting-Dec-2019Final.pdf
https://dpi.wi.gov/sites/default/files/imce/sfs/doc/Counting-students-taking-virtual-classes-in-the-PI-1563-09-12-2019.pdf 
2) Obtain the final counts for the September and January count dates. The PI-1563 online report for the district being audited can be accessed at:
· http://dpi.wi.gov/sfs/reporting/safr/overview. 
· Click on “View Submitted District Data”

· Choose your school district

· Click on Non-Financial Data Home

· Click on Pupil Count – Sept. (PI-1563) or Pupil 

HYPERLINK "http://test.dpi.state.wi.us/safr/pup_Home_january.asp" \t "_blank"Count – Jan. (PI-1563)

· Click on Fiscal Year 

· Provide your ID and password (previously provided password for PI-1506AC)
Final counts can be obtained by clicking on “Review Your Answers” and then the “Certification/Signature Page.”  Note: to go from one count date to the other you need to exit and re-enter the appropriate report.
3) Obtain the district’s policy defining "full time pupils".

4) Obtain a listing of district schools and personnel responsible for the pupil count.

5) Document district-wide procedures used to compile the counts.
a) Determine how enrollment and attendance records are kept in the district:

i) For high school, junior high/middle school and elementary schools:
(1) Determine how student attendance is recorded

(2) Determine how attendance is kept (by teachers, classrooms or centralized in an attendance office)

(3) What are the written directions given to building administrators and staff responsible for compiling the count?

b) How are pupils in attendance for instruction on the count date identified for inclusion in the count?

c) Review central office procedures for aggregating reported counts:

i) How does the district summarize and total attendance center reports?

ii) How does the district determine that a pupil is not included more than once in the count total?
6) Document an understanding of the overall enrollment data collection system and process.

a) Evaluate adequacy of the system to maintain criteria identified in the standard membership audit program:

i) Student residence and date of birth

ii) First and last date of attendance

iii) Attendance on the two count dates

iv) Resident students receiving educational services elsewhere

v) Pupils not eligible for inclusion in resident pupil counts

7) Districts are required to reconcile changes between the September and January counts to additions and subtractions between the dates. A worksheet is available online at http://dpi.wi.gov/sfs/children/enrollment/membership-info-reporting to assist districts with the reconciliation. Obtain a copy of the worksheet from the district. 
a)  Trace the reconciliation worksheet data for September and January to the PI-1563 online report.

b) Inspect the accuracy of the reconciliation and trace all additions and subtractions to supporting documentation.
If the district has not performed the reconciliation prior to the audit, it is required to be performed during the audit process, and a finding should be disclosed in Attachment 2 of the membership audit report.

c) A comparison is available to the auditor of the September to January count by each step. Obtain the comparison if the reconciliation is recreated. The comparison from September to January by each step can be obtained from the January count by clicking on “Review Your Answers” and then “Summary of Step.” Repeat this procedure for each of the steps. 
NOTE: Sample testing is required of the September count only. Due to this reduction in sample testing, more reliance is being placed on this reconciliation and the auditor understanding of the system. The majority of exceptions are identified through this reconciliation.
8) Inspect the comparison of the current September count to the prior year September count for reasonableness. A comparison to prior data can be obtained from the September pupil count report by clicking on “Review Your Answers” and then “Comparison to Prior Data.” Make inquiries regarding any significant or unexpected changes. Document management’s explanations for identified variances.
BELOW IS A SUMMARY OF CHANGES TO SEPTEMBER 2019 MEMBERSHIP COUNT AND SUMMARY OF FY19-20 PROCEDURES:
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Districts providing Educational Services for non-special education three year old students and financially recorded in Fund 10, need to be reported separately in the pupil count.
o be included in the pupil count for membership: A pupil enrolled in a preschool program under subch. V of ch. 115 [Children with Disabilties] who is 3 years of age or older shall be counted
s one-half pupil " Wis. Stat. §121004(7)

District Reporting of September 2019 9th Grade Membership for a 2019 - 2020 Personal Electronic Computing Devices Grant (PECDG) Eligibility Each public school distict i stil
‘expected to provide their 2019 Sth Grade Membership date in the PI-1563 Pupil Count - September portal. Wisconsin statute 115 433(4)(a)1. speaks to the responsibilty of each school
district to provide the number of Sth grade students to DP through the end of this grant program in 2022-23. This data must be reported even though the 2019 Act 9, the Personal Electronic
‘Computing Devices Grant is no longer funded, effective vith the 2013-20 school year The portal il open on Friday, September 20, 2019 and will be due with the closure of the PI-1563 -
‘September portal on Friday, October 4, 2019. This vill be the data collecting process for the remaining years of the PECDG program.

9 Weeks & 18 Weeks Special Tuiion ~ Under Wis. Stat. §12:
the district a written application for enrollment in the school
the school district by a specified time. Receipt o the application can occur at any time during the school year. For detai
Week & 18 Week Special Tuition and the PI-1563 Student Count Report.

During the 2019-2020 school year, there are two (2) other pupil count categories not currenty included in the SAFR PI-1563 porta, as no school distrct has notified DP! of students eligible to
attend under either program. \When added to the PI-1563, the data will be submitted by the district These categories are the Whole Grade Sharing students and the Miwaukee Public School
Opportunity Schools and Partnership Program (OSPP) students. Whole Grade Sharing includes both Resident Additions (Step 4) and Non - Resident Reductions (Step 2), while OSPP
students are Resident Additions for only Milwaukee Public Schools.

4 Additional Categories of Students reported by DPI

The School Financial Services (SFS) team will enter the data for following categories in SAFR FTE Reports for each district. The following four (4) aditional categories exist per state law:

. Parental Choice Program (WPCP),
« Special Needs Scholarship Program (SNSP).
« Racine Parental Choice Program (RPCP) and
« Independent Charter Schools (ICS) New Authorizers.

impacts of these categories can be directed to Derek Siter (608) 266-3464 or Derek Sliter@dpi wi gov

Wiscor

Questions related to these categories and the financi

Questions related to student counts can be directed to Bruce Anderson (608) 267-9707 or Bruce Anderson@dpi.ui gov. Roger Kordus (608) 267-3752 or Roger Kordus@dpi

Part-Time Open Enroliment Pupils

Based on 2017 Wisconsin Act 59: beginning in the 2018-19 school year, a pupil enrolled in a public school in the high school grades may attend public school in a nonresident school district
forthe purpose of taking a course offered by the nonresident school distrct. A pupil may attend no more than two courses at any time in nonresident school districts

Non-resident Part-time Open Enrollment Students attending your district under §118.52 should be included in Step 1 of the wizard and removed in *Step 2.5: Non-Resident Reduction —
Tuiion count.

If you have a Resident student returning to your district under §118.52 (resident open enrolled out, but returning for up to two classes) make sure these students are counted ONLY in “Step
41" Resident Addition — Open Enrollment” count. In other words, resident students open enrolled and returning to your district are not included under Step 1 How is this program funded? The
Part-time Distrct bll the Full-Time District of Attendance for coursework based on the funding formula found under Section Il on the application form (P1-9412). Please contact
openenrollment@dpi wi gov regarding any related questions.

Reporting Part Time Home-School, Non-Resident Pupils

Aschool district counts for General Aid (but not Revenue Linit) purposes a non-resident, home-school pupil (but not a non-resident private-, parochial- ortrbal-school pupil taking courses
the district under §118 53 in an amount equal to 025 FTE per course, up to two courses per semester (i.¢., district could count a maximum of 0.50 FTE per non-resident, home-school pu
per semester)

Step 5 has been added for districts to report NON-RESIDENT Part-Time Home-School Pupils. (Previously. distrcts were to submitthis information via an Excel spreadsheet )

Continue to use Step 3 to report RESIDENT Part-Time Home-School Pupis.
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Welcome to the Pupil Countl There are 7 steps to the process:

1. Headcount: Identify all students for whom the district is directly providing educational services. (Non-resident public school students taking 1 or 2 courses under
PTOE are included here in Step 1, and then backed out in Step 2)

Excluding

1: Aresident student who is Open Enrolled out on a full-time basis, and returns to take 1 or 2 courses under Part-time Open Enrollment (PTOE) is excluded in
Step 1, s that student can only be counted in Step 4

2: ANon-resident home school pupil who is taking 1 or 2 courses in your school district under Wis. Stat. §118.53 is excluded from in Step 1. Each of these
students wil be reported in Step 5 only. See reporting instructions for these students on the Pupil Count PI-1563" Program Definitions webpage.

‘Students should be reported as either being in attendance on the count date or absent on the count date.

If reported as absent, the student must have attended at least one day during the school year prior to the count date and at least one day during the school year
after the count date and have remained a resident of the district during the period of absence.

2. Reductions - Non-Residents: Identify those Non-Resident students who are included in the head count but are not eligible to be counted for state aid purposes.
‘Your head count will be reduced by the number of students identified. (Include here all non-resident students attending your district through Part-Time Open
Enroliment)

3. Reductions - Residents: Identiy those Resident students who are included in the head count but are not eligible to be counted full-time for state aid purposes.
Your head count will be reduced by the number of students identified.

4. Additions - Residents: Identify those Resident students who reside in your district but receive educational services elsewhere. Your head count will be increased
by the number of students identified.

* Note: If one of your students has Open Enrolled out on a full-time basis, and returs to take 1 or 2 courses under Wis Stat. §118 52 Part-Time Open Enrollment
(PTOE) that student can only be counted in Step 4, not in Step 1 or Step 3.

5. Non-Resident Additions: Identify those Non-Resident students enrolled in a home-based private educational program taking either 1 or 2 courses. Districts count
these non-resident pupils at 0.25 FTE per course, up to two courses (0.50 FTE), per pupll per semester and these students for state aid purposes. It is important
to make sure these students are not included in Step 1 or Step 2.

6. Review Data: Compare the data to prior pupil count data for a reasonability check.

7. Submit Data: Submit pupil count data to DPI, print, sign, and file the signature page.





HEAD COUNT
9) Obtain supporting documentation for the reported headcount. This documentation should consist of listings of students by attendance center as well as a summary of the attendance centers and should be the basis for further sample testing. These students will either be in attendance for instruction on the count date, or absent on the count date but in attendance one day before and one day after without a change in residency. 
a) Compare the Head Count reported by the district per the Summary of Step 1: Head Count to supporting documentation by attendance centers. 
b) Determine that no pupil was counted more than once. Note: Beginning Fall 2018, 9th graders are reported in both “Grades 1-12” category and “9th Graders” category.
c) In a prior procedure you acquired an understanding of the controls used in compiling the count. Test the control for identifying a student counted twice.
d) Inspect the students in preschool and kindergarten programs that are receiving special education services to determine they are not counted twice.
e) If the district is unable to provide supporting membership count listings, a rebuilt count must be compiled. The auditor’s report is to disclose a finding in Attachment 2 if this is required.
10) Document how the district identifies that the following pupils are eligible to be included in absent counts: 

a) Students not in attendance for instruction on the count date but attended any day during the school year prior to the count date and any day during the school year after the count date while maintaining residency during the period of absence. Incarcerated in a jail does not constitute change of residency for aid purposes.
11) Identify reasons for differences between physically present and absent per the Summary of Step 1: Head Count and those reported on district’s supporting documents for the September and January Pupil Count Reports.
NON RESIDENT REDUCTIONS
12) Obtain district lists of all non-resident students who have been included in the head count. Document how the district identifies non-resident pupils NOT eligible for inclusion in pupil counts and compare the list to the Summary of Step 2: Non-Resident Reductions. 
a) Determine that no pupil was counted more than once.

b) Determine that the district identified and reported the following ineligible non-resident students:
i) Pupils attending through part-time open enrollment, full-time open enrollment, and/or additional year tuition waivers.
ii) Pupils attending "66.0301" Cooperative programs in the district. 

iii) Pupils attending CESA programs held in district. 

iv) Pupils for whom tuition is paid by another school district, the state, parents and/or other private parties

v) Pupils attending the state school for the deaf or center for visually impaired and receiving services in the district.

vi) Pupils attending an alternative program in the district

vii) Pupils attending under the “9 Weeks or 18 Weeks Special Tuition” program that do not achieve residency.

viii) Pupils who do not meet the minimum age requirements of the grade enrolled in.

ix) Pupils who exceed the maximum age requirements, specifically a student 21 years of age or older.  See counting students who are 20 and 21 years old at:

https://dpi.wi.gov/sites/default/files/imce/sfs/pdf/Counting-Students-Who-Are-20-and-21-Years-Old_2019.pdf 
x) Transfers into the district under the integration transfer program "Chapter 220". 

xi) CCDEB pupils jointly enrolled between the district and the CCDEB. 

xii) Pupils incarcerated in a jail within the district, receiving services on the count date, and the district receives state tuition for services provided.
xiii) (For Madison and Wauwatosa School Districts Only) Pupils in the children’s hospital and receiving instruction services on the count date. The district receives state special education categorical aid for services provided to the student per state statute 115.88(4). 

RESIDENT REDUCTIONS

13) Obtain district lists of resident pupils NOT eligible for inclusion and document how the district identifies these students. Compare these lists to the Summary of Step 3: Resident Reductions. 
a) Determine that no pupil was counted more than once.
b) Determine that the district identified and reported the following ineligible resident students:
i) Private school or home based (this is not the same as “homebound”) pupils receiving services from the district. NOTE: Step 3 was updated to include resident home schooled at step 3.1 and private school at step 3.2.
ii) Pupils not full time as defined by district policy. 
iii) Pupils who do not meet the minimum age requirements of the grade enrolled in.

iv) Pupils who exceed the maximum age requirements, specifically a student 21 years of age or older.  See counting students who are 20 and 21 years old at:
https://dpi.wi.gov/sites/default/files/imce/sfs/pdf/Counting-Students-Who-Are-20-and-21-Years-Old_2019.pdf 
c) Determine whether any of the resident students identified as ineligible are high school students attending part-time.
i) Obtain a list of the part-time students and trace them to Summary of Step 3 Resident Reductions in the PI-1563.
ii) Additional procedures are required for part-time resident students identified on the list obtained but not reported in the Summary of Step 3 Resident Reductions. Trace these pupils to the original supporting lists of the head count and determine if they should be a resident reduction.
RESIDENT ADDITIONS

14) Obtain district lists of resident students who reside in the district but receive full-time educational services elsewhere.
a) Resident pupils attending outside the district for whom the district is paying the full-time instructional (tuition) cost.
b) Inquire if the district has County Children with Disabilities Education Board "CCDEB" classes in district facilities. Obtain a list of district residents enrolled in both the CCDEB and district operated classes for audit. Also, obtain Form PI-1562 “Joint Enrollment Membership Report’ which should be signed by the district.
15) Document how the district identifies resident pupils eligible for inclusion in pupil counts and compare the list to the Summary of Step 4: Resident Additions.
a) Determine that no pupil was counted more than once.

b) Through confirmation with the agency providing the instructional service, examination of instructional cost (tuition) billings, or Public School Open Enrollment approvals, determine that resident pupils attending outside the district in the following categories were appropriately reported:
i) Pupils attending another school district through open enrollment and/or additional year tuition waivers (payment is made directly to non-resident school district or as an adjustment from the state).
ii) Pupils attending Cooperative "66.0301" program classes held in other districts. 
iii) Pupils attending CESA programs held in another district.
iv) Pupils for whom the district is paying tuition. NOTE: Pupils enrolled in either the state school for the blind or the state school for the deaf for whom tuition pursuant to statute 115.53(2) is being paid, usually to the Janesville or Delavan-Darien school districts, are NOT to be included in the district’s pupil count. 
v) Pupils enrolled in "Early College Credit Program (ECCP)" programs for which the district is paying full-time instructional (tuition) costs.
vi) Pupils enrolled in “Youth Apprentice” programs for which the district is paying full-time instructional (tuition) costs.
vii) Pupils enrolled in a “section 118.15 contract” program (generally referred to as GED, HSED or CBO programs).
viii) Pupils attending a partnership school (at-risk program designed to meet high school graduation requirements in the school district or within 5 miles of district) MPS only.
ix) Pupils attending a full-time residential treatment center for which the district is paying cost of the treatment program. 

If the district has pupils attending outside the district under the integration transfer "Chapter 220" program, obtain the final or amended listing of participating pupils provided by the district. The list of eligible inter-district students should be obtained by district staff from the Chapter 220 reporting tool.  
c) Determine that the pupils included in the district membership count are shown on the final or amended listing of participating district pupils provided by the district by comparing the district count in the PI-1563 to the list provided by the district. Any exceptions for Chapter 220 transfers must be identified as such in the membership audit report. Any resulting change or exception for Chapter 220 resident addition amounts should include the description "INTEGRATION TRANSFERS-INTER DISTRICT". 
SUPPLEMENTAL

Youth Challenge Program

16) For pupils enrolled in the "Challenge Academy" program located at Fort McCoy, the department will adjust district submitted counts for students not included in the District’s pupil count. A listing of pupils enrolled in this program is available through the internet-based PI-1563 reporting model at: http://dpi.wi.gov/sfs/reporting/safr/overview. Choose your school district, click on non-financial data home, then Youth Challenge Academy-January and then fiscal year. Your password and ID will be required. Click on Review your Answers. A summary by semester of pupils enrolled in the academy and whether or not they have been included in the count dates by the District will be displayed. You will see a table listing the name of the student and semester of attendance in the YCA program. Focus on the 2 columns titles “Added to Sept Aid Count FY 19-20” and “Added to Jan Aid Count FY 19-20.” If the column indicates a “0,” verify for each count date that this student WAS included in the pupil count at the district, and if the column indicates a “1,” verify for each count date that this student was NOT included in the pupil count at the district.

Four Year Old Kindergarten

17) Obtain from the special education director a written attestation that the preschool category includes only pupils who are at least three years old at the count date and have disabilities requiring special education services as provided for in an Individualized Educational Program (IEP). If the district does not offer a 4 year old kindergarten program 4 year-old special education pupils are to be included in the preschool category also. Since the preschool category is a multi-age category, students greater than 4 years of age may be counted in this area. Auditors should verify that no student is reported in more than one category. 
18) If pupils are reported in the 437 hour four-year old category, determine the following: 

a) The district operates a four-year old kindergarten program (this is not a special education early childhood program), scheduled for at least 437 hours of classroom instruction. 

b) Determine that the program is scheduled for 437 hours exclusive of Title I time. 

19) If pupils are counted in the 524.5 hour four-year old kindergarten category, determine the following: 

a) The district has a four-year old kindergarten program (this is not a special education early childhood program) with at least 437 hours of classroom instruction and 87.5 hours of outreach activities exclusive of Title I time. "Outreach activities" consist of teacher/parent interaction. Examples of allowable outreach activities can be viewed at the following link: http://dpi.wi.gov/early-childhood/kind/4k/outreach-examples  
b) Outreach activities totaling 87.5 hours were provided as documented by the district’s supporting documentation. The school must maintain supporting documentation that includes the name of the activity, the date, and the name of the teacher/staff person who facilitated the activity. It is also recommended that the supporting documentation include the names and signatures of the parents who participated in the activity. 
c) Determine that all district outreach activities are allowable.

d) Inspect the district’s 4K parent outreach plan if the 87.5 hours of parent outreach has not been completed to ensure that the district has a plan to complete the required hours of parent outreach.

20) Determine that pupils enrolled solely in a Title One funded early childhood program are NOT included in the membership count. 

Five Year Old Kindergarten

21) If pupils are reported in the full day five year old kindergarten categories, determine the following: 

a) The length of the kindergarten full day program is equal to the length of the first grade day. 

b) The full day program was in effect for the entire school year. 

TESTING

22) Through the initial explanation of the system and the previous procedures performed on the amounts reported in the online report, the auditor should have developed an understanding of the system. Now the objective is to determine whether or not the system used to compile the counts can be relied on. Only the September count is required to be inspected if the same system has been used throughout the year.
23) Select attendance centers for which pupil enrollment and attendance records are to be examined for eligibility for inclusion in the membership count in accordance with the following criteria. Please note that sample selections can be made using a haphazard, random, or systematic sampling method. 
a) High schools and junior high or middle schools: 

(i) Total district enrollment under 5,000; each attendance center to be examined. 

(ii) Total district enrollment over 5,000; at least half of high school and half of middle school attendance centers to be examined. Selection of attendance centers is to be made on a random basis. 

b) Elementary schools (all districts): 

(i) A minimum of three attendance centers to examined. 

(ii) Selection of attendance centers is to be made using a haphazard, random, or systematic sampling method. 
24) For each attendance center selected, obtain the following information: 

a) Enrollment and attendance records. 

b) Listing of all pupils who first attended after the start of the school year. 

c) Listing of pupils who withdrew prior to audit.

25) For each attendance center selected for examination of pupil enrollment and attendance records: 

a) For ALL late enrollments and early withdrawals to the date of audit, determine that pupils included in the count were eligible at each count date according to the following count criteria: 

(1) In attendance for instruction (including homebound instruction) on count date OR any day before and any day after while remaining a resident during the period of absence.
(2) Resident of school district. 

(3) Meets age requirements. 

(4) Full time per district policy. 

(5) Not enrolled in private school or home-based instruction. 

26) Evaluate exceptions found in the above test procedures and perform additional procedures, as necessary to conclude whether or not identified exceptions represent a deficiency in the district's system for compiling pupil counts. 

27) Select a sample of at least 30 additional pupils at each selected attendance center and determine that those included in the count were eligible at the September count date according to count criteria:

a) In attendance for instruction (including homebound instruction) on the count date OR any day before and any day after while remaining a resident during the period of absence. 

b) Resident of school district. 

c) Meets age requirements. 

d) Full time per district policy. 

e) Not enrolled in private school or home-based instruction. 

f) If an exception is found in the sample test, an extended sample is required using one of the following procedures: 

(1) Required: Samples selected in increments of 30 pupils, until no additional errors are found or the entire reported attendance is examined. (Additional 30 totaling 60, 90, 120, etc.). The additional increments of 30 are required due to the high sampling risk associated with a small sample size.
Alternative procedures may be used if an exception is identified as an isolated incident during the required testing. The decision to use alternative procedures must be well documented. (i.e. A high school senior graduates prior to the January count date. The District fails to remove all early graduates from the class list and erroneously counts them on the count date. An alternative procedure might be to select all seniors graduating prior to the January count date and determine that they have not been included in the January count)
28)  Please contact one of the school district auditors at the DPI for approval if an alternative procedure is desired.

29) Audit adjustments are to be made online. Auditors do not have access to the pupil count report other than to view the data entered. Therefore, differences identified will need to be entered online by the district. The district enters audit differences by adjusting data originally entered in the report. The new amounts will be identified as audited numbers. Once all adjustments are made, a summary of the differences between reported amounts and the examination should be reviewed, printed and included in the audit report. See the reporting procedures in this document for further instructions.

Summer and Interim Session Membership Audit Procedures 

Summer and Interim Session membership is based on a full time equivalency (FTE) of pupils eligible for inclusion in the district’s enrollment as provided by Wisconsin Administrative Code Chapter PI 17. Summer and Interim membership is reported to the Department of Public Instruction via the internet-based PI-1804 report. The department provides districts with an EXCEL spreadsheet (form PI 1804-W) to compute and document claimed membership. Information on completing the PI 1804 and PI 1804-W is available by accessing the “Summer School " web page on the Department of Public Instruction's School Financial Services Team internet site: http://dpi.wi.gov/sfs/children/summer-school.
Districts are required to retain documentation supporting claimed membership for audit purposes. Chapter PI 17 limits fees that districts may charge for summer and interim session classes. Fees must be based on an allowable and actual cost per student per course. No membership may be claimed for classes where fees are charged for costs not permitted by Chapter PI 17. The membership audit procedures include procedures to determine that fees do not exceed the allowable and actual cost per student per course.

Certain non-residents may be included in summer and interim membership for certain online classes. Districts may count instructional minutes for the successful completion of eligible high school online classes for resident students and non-resident students currently attending a virtual charter school via open enrollment.  
30) Review the current "Summer and Interim Session Guidelines" and “Summer and Interim Session Rules” available from the DPI School Financial Services web site by accessing the web page "Summer School Information" on the Department of Public Instruction's School Financial Services Team internet site. http://dpi.wi.gov/sfs/children/summer-school. 
31) Document the district’s process for compiling the summer and interim session count information.

a) Determine how district records attendance for summer and interim sessions. 

b) Inquire of district staff as to the procedures used to compile summer and interim session data. 

32) Obtain the Pupil Count-Summer and Interim Session reported by the District online via the school finance reporting portal. The report can be accessed at: 
http://dpi.wi.gov/sfs/reporting/safr/overview 
Click on “Public View Submitted District Data”

Choose your school district

Click on Non-Financial Data Home

Click on Pupil Count – Summer (PI-1804)

Click on Fiscal Year 

Provide your ID and password (previously provided password for PI-1506AC)

Final counts can be obtained by clicking on “Review Your Answers” and then “Certification/Signature Page.”
33) Request from the district a copy of the Summer and Interim Session Membership Report supporting worksheets (form PI 1804-W). 

a) Obtain an explanation for increases or decreases of 10% or more in summer and interim session membership FTE. The prior year summer and interim membership FTE can be obtained online by selecting the previous fiscal year in the portal.
b) Request supporting documents used by the district in addition to forms PI 1804 and PI 1804-W to gather data necessary to compile membership. 

c) Determine that membership reported to DPI via the internet agrees with PI 1804-W information. 

d) Determine that average daily membership "ADM" (column 8a) on form PI 1804-W does not exceed enrollment headcount (column 7a) on that form. If the course is a "logged" class, this requirement does not apply. 

e) Select data to trace from the form 1804-W to supporting documents: 

i) Are length of class in minutes (column 6a) and the number of days the class is offered (column 6b) supported by summer and interim session class schedules? 

ii) Is the computation of total minutes (column 6c) accurate? 

iii) Is the computation of "Total Minutes" (column 8b) accurate?

f) On a test basis trace attendance data to supporting documents used to complete form 1804-W.

34) Determine that the total pupil minutes reported to DPI equals the aggregate total on PI 1804-W, column 8b, by footing that column total. 

35) Recompute the FTE amount. 

36) If a variance in audited summer and interim session membership FTE is found, discuss the variance with district officials. Auditors are required to report the audited summer and interim session membership FTE in the membership audit report. Audit adjustments are to be made online. Auditors do not have access to the pupil count report other than to view the data entered. Therefore, differences identified will need to be entered online by the district. The district enters audit differences by adjusting data originally entered in the report. 
The PI-1804-W has two additional spreadsheets that are used by districts to document summer school fee information. The spreadsheets are used by district staff to identify excess fee revenue on a per student per course basis.  
37) Obtain the PI 1804-W and locate the spreadsheets with the district’s summer and interim session fee information. There are two separate tabs for the fee information.   
38) Select a sample of classes for testing from the PI 1804-W fee spreadsheets.
39) Request the schedule of course fees and the associated per student supplies and materials cost for each class selected for testing. 
40) Review information regarding fees available from the DPI School Financial Services web site by accessing the link "Summer School Information" on Department of Public Instruction's School Financial Services Team internet site. http://dpi.wi.gov/sfs/children/summer-school
41) Trace the fee charged, number of participants charged a fee, and the supply cost entered on the spreadsheet to the districts supporting documentation. 
42) Recompute the row in the spreadsheet for each class selected for testing. 
43) Inspect the last column in the spreadsheet to determine that the per student fee charged for each of the courses used in computing summer and interim session membership FTE does not exceed the cost of personal use items (towels, gym clothes, uniforms, consumable supplies, materials and books) used in these courses.

44) Obtain documentation for the refund of any excess fee revenue from district staff. Please note that a finding should be reported if excess fee revenue is not refunded by the date the membership audits are announced. 
45) Report a finding in Attachment 4 if the fees charged per student per course exceed the amount expended on personal use items and a refund was not issued by October 1st or if the fees worksheet was not completed by the district prior to the membership audit. Include the following information in the finding: 
i) Identify the class course title, the fees charged for the course, the total supply cost, and the excess revenue. 
ii) Identify the course’s instructional time in total minutes which can be located on column 6c of the worksheet.  
iii) There is only a finding if fees are charged. Please do not include a cost that exceeds the fees finding when no fees are being charged.

Reporting (Due MAY 1) NO EXTENSIONS GRANTED 

1) Changes to the district reported membership based on the enrollment audit are to be made by district personnel in the online pupil count report. Please note that any changes made by the district after the membership audits are announced must be included as audit findings. Print the summary of differences between reported amounts and the independent accountant for inclusion in the agreed upon procedures report. The summary of differences can be obtained from the PI 1563 reporting model by clicking on Review Your Answers and then Audit Changes: Summary.
2) The report format presented in Example Membership Audit Report at https://dpi.wi.gov/sfs/finances/auditors/membership/overview is to be used for reporting the September and January membership count per the agreed upon procedures engagement. The report is to be dated no earlier than the date on which the practitioner completed the procedures and determined the findings, including that the attestation documentation has been reviewed, the written presentation of the subject matter has been prepared, if applicable, and the responsible party has provided a written assertion. The report is to be dual dated if each count is audited on separate occasions. If a statistical projection is used, the report is to be modified for this process.
a. Pupils or grades are not to be identified as Special Education or "EEN". 

b. All audit exceptions are to be identified in the report by attendance center, name, grade and reason why the pupil is ineligible categorized as follows: 

· Enrolled - Did not attend. 

· Discontinued before count date. 

· Attended after count date. 

· Clerical error in totaling data. 

· Non-resident – open enrollment.

· Non-resident – CESA or cooperative program.

· Non-resident - other

· Counted twice. 

· Not full time. 

· Solely chapter 1. 

· Wrong count category. 

· Does not meet age requirements. 

· Other (identify reason).

c. Any pupils eligible, but not included in the count, are also to be listed, categorized as follows: 

· In attendance for instruction (including homebound instruction) on the count date. 

· In attendance for instruction any day before and any day after the count date while remaining a resident during the period of absence. 

· Eligible pupil attending outside the district. 

· Clerical error in totaling data.

3) The report format in Example Membership Audit Report at https://dpi.wi.gov/sfs/finances/auditors/membership/overview is to be used to report the results of the Summer and Interim Session membership agreed upon procedures engagement.
4) E-mail the report as a PDF file to: dpiauditreports@dpi.wi.gov
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