THE ELYSIAN CHARTER SCHOOL 

ENROLLMENT COUNT PROCEDURES

The School Business Administrator and the Enrollment Coordinator are the only persons who have access to the password for the CHE. The password is kept in a safe place. Information to access the CHE is safeguarded in the School Business Administrator office and their residence.

ENROLLMENT COUNT MAINTENANCE RESPONSIBILITIES

1. Session Days:
For each enrollment count the School Business Administrator provides the number of session days in accordance with the CHE enrollment schedule. For example, the total days in Session 3 is defined as the number of days that students were enrolled in school receiving instruction from the first day of school to, and including February 15.

2. Modify Students Information:
The School Business Administrator modifies the CHE student enrollment data as needed. The charter school adjusts records of students who were not enrolled for the full session. For example, we modify the student record of a student that transferred out in mid-session, or add a student that enrolled in mid-session. When a student leaves we change the number of enrolled days to correctly reflect their period of enrollment. This enables the CHE system to correctly calculate the average daily enrollment (ADE). After entering new students, the charter school notifies the appropriate school district to request that they input the three digit assigned district school codes in the CHE student record. This is the code for the school that the student would otherwise be attending were he/she not attending the school. The system will not give the charter school finding for any student that has not been "coded" by the school district. 

Our Powerschool software that tracks enrollment provides consistency.

The School Business Administrator conducts the enrollment count, and lists the name of the students, yearly in the school register. Each day teachers take attendance and present it to the Nurse who in turn registers the attendance in Powerschool. Every June 1st, October 15th, February 15th and June 15th the Enrollment Coordinator takes a count of students and their attendance record and inputs such in the CHE. The Enrollment Coordinator also contacts the resident school district and the Department of Education to resolve any discrepancies.

The School Business Administrator oversees the control procedures; however there is separation of duties. Not one employee is in charge of the enrollment process. The Enrollment Coordinator and the School Business Administrator both have control over the record keeping. The School Business Administrator receives the monthly check from the districts and the Assistant Business Administrator keeps partial control over the fiscal custody by recording the payments in our accounting system. The Elysian Charter School personnel have the appropriate education and administration experience to be in charge of the enrollment count.

The Enrollment Coordinator maintains the schools register after the teachers take daily attendance and the School Business Administrator maintains the CHE system relying on the information from the school register. The school register is always in the main school office in a file cabinet. The School Business Administrator has ongoing access or records.

After entering the enrollment data in the CHE, the Enrollment Coordinator faxes a list of names of students registered in the charter school to the resident/non-resident districts and requests that the district schools enter the assigned school codes in the CHE. The school Business Administrator established a cordial working relationship with the other school districts' School Business Administrators.

The Lunch Coordinator determines eligibility for Free/Reduced lunch program by mailing to each student's parents/guardian a form to fill to apply for Free/Reduced lunch. This occurs yearly in August. Once the parents/guardians fill the form and send it back to the school, a copy gets sent to the ELYSIAN Board of Education Free/Reduced food program administrator, who in turn determines the students' eligibility. Once eligibility is determined the school receives a fax from the food program administrator, letting us know of the eligibility and in turn the ELYSIAN Charter School inputs this information in the CHE quarterly.

This is also the case for the students' Individualized Education Plan (IEP), where students with disabilities are placed in categorize that in turn gets input in the CHE. Each student with an IEP gets recorded in the CHE in order for the Charter School to receive entitlement for that student. At the beginning of every year the ELYSIAN Charter School sends the special education coordinators of the resident/non resident district a list of names of students who are newly enrolled with the charter school and ask the coordinators to identify any student who has an IEP. Once the students are identified we input this information in the CHE during the next enrollment session. If a student acquires an IEP during his attendance at the charter school, such student is inputted as a special education student in the CHE system during the next enrollment period.

3. District Input of Assigned School Code:
The Elysian Charter School notifies the districts if student records require district input of the assigned district school code. At each count the school reviews and resolves the status of any student listed on the 000/999-exception report. A student will be listed on this report if the school district has taken no action on the student record (000), or they determine that the student is not a resident of the district (999).

For each enrollment count The DOE sends a memo to the school that included a schedule that shows the dates that the district and charter school can make changes to the student records in the CHE. It is important that the charter school know who its students are and get them entered and coded (by the district) in accordance with the time specific deadlines in the DOE memo. Any discrepancies must be resolved with the district and properly coded within the specified time frame to be included in the current count.

4. Review each student record to verify the following:
The Enrollment Coordinator verifies the following:

a. Correct spelling of first and last name;

b. Birth date;

c. Sex;

d. Race;

e. Bilingual;

f. Free lunch/milk;

g. Public/non-public status;

h. Tier information - verifies that it correctly reflects their IEP.

5. Charter School Responsibilities (Between Counts):
Once each enrollment count is completed, the School Business Administrator review all reports received from DOE and do the following:

· Confirms the accuracy of the "average daily enrollment;

· Notifies the school board of trustees of any funding changes as a result of the latest enrollment counts so they can take action;

· Develops a plan to correct any inaccuracies related to enrollment reporting;

· Prepares a revised budget and cash flow statement if there is a discrepancy between the charter school ADE count and what is budgeted, and submits these documents to the DOE with a signed resolution once they have been approved by the board of trustees.

