REQUIRED DOCUMENTATION CHECKLIST

ELEMENTARY, MIDDLE, AND JR. HIGH SCHOOL LEVEL

DISTRICT:           BUILDING:            COUNT DATE:       
     
District/Building/Program Calendar – FALL COUNT ONLY
     
District/Building Attendance & Excused Absence Policies – FALL COUNT ONLY
     
Board Approved List of Classes – FALL COUNT ONLY

     
Master Schedule of Teachers (room numbers, class times, lunch breaks)
     
Student Alpha List [Federal-State Reporting\Reports\Membership Report]
     
Student Schedules or Student Locator – as of count day – FALL COUNT ONLY

     [Office\Current Scheduling\Reports\Students Schedules\select number per page]
     
Add & Drop Record

     
Birth Certificate Verification – for pupils not presenting a valid birth certificate 

     
Cooperative Education Programs

     
Count Day Absence List [Office\Attendance\Daily Reports\Day Summary]

     
Expanded Online Learning – Section 21f (5-O-D in Pupil Accounting Manual)

     
Homebased – District Policy and Mandatory Expulsion (Suspensions and Expulsions)
     
Homebased – Teacher Log 
     
Homebound/Hospitalized - Medical

     
Homebound/Hospitalized - Teacher Log


* Please provide written certification from physician for Homebound/Hospitalized

     
In-School Suspension
     
Nonpublic Shared-Time Calculations
     
Nonpublic vs. Public Class Time Form
     
Schools of Choice/Nonresidents
     
Seat Time Waiver Pupil List & Mentor Instructional Form (Grades 6-8)
     
Special Education Pupil – Less than Full Day Schedule per IEP

     
Special Education Worksheet A – Section 53a & Special Education Worksheet B


*If you are submitting any new Section 53a students on Worksheet A, 

     please submit supporting documentation (i.e. court documents).

     
Split-Schedule – Attending HLC
     
Suspended/Expelled – Return within 45 days of Count Day

     
Daily Attendance Report or other proof of 75% attendance

*Required for time period to include first day of school to Count Day.

     [Federal-State Reporting\Reports\Percent Attendance Report\Range=first day to count day]
*Note:  If you are using a computer-generated attendance system you are required to keep a printed copy of each teacher’s weekly attendance report.  Each page (week) of this report needs to be signed by the teacher and kept on file for every count day.  (Required time period = the week before count day through 30 days after count day.)
[Skyward Pathway indicated in shaded box]
Please return this form with your required paperwork.  Check off items as you complete your forms for submission.
If an item does not pertain to your building, you can note “NA” next to that item and then please do not submit a blank form.
Each line item should contain either a “check mark” or “NA”.


