MARCH  FTE CHECK LIST 

Date of Count:  03/04/04

Fiscal Year:  04

Report #:  3

School:_____________________________________

Please return ALL pages of this checklist to Bonnie Stone no later than Thursday, March 11, 2004
_____Run Update Student Data the 1st school day after you attend training. (step #4)

_______Extract created on March 3rd or earlier (step #19)

_______Extract created on March 4th
_______Extract created on March 5th
_______Extract created on March 8th
_______Extract created on March 9th
_______Extract created on March 10th
_______Extract created on March 11th
_____1.
Verify social security numbers:




Certified Staff




To verify, run this QUERY:




ASTF  StaffNum  LastName  FirstName  SocSecNum IF  EmplType = "C"




Teacher File




To verify, run this QUERY:




ATCH  TchNum  LastName  FirstName  SocSecNum

_____2.
Check the status of your students.

a) Open the Student atom.

b) Proceed to the “find” mode by clicking on the magnifying glass 

c) Enter an asterisk in the Last Name field and click Find
d) Double click the column heading, Sta, to sort the list

e) Scroll to the bottom of the list, looking for weird characters in the Sta column. In the Sta column you should only see: blank, I or N.  If you find any weird characters, please e-mail Bonnie Stone with the student’s PermNum and name.
_____3.  The ADA field in the Enrollment atom, located at the end of the second line on the Current page and           the last column on the History page, should not contain an "N" or should not be blank.  A "Y" should be entered in this field for all students except for a few high school students that are concurrently enrolled.  The concurrently enrolled high school students will have a "C" at the concurrent school and a "Y" at the home school.

 To verify, run this QUERY to check for "N" and blanks:

 ASTU AENR  LastName  FirstName IF  TransYear =03 AND  (1,EligAda <> "Y" OR  2,EligADA  <> "Y") OR ( 1,EligAda = " " OR  2,EligADA = " ")

        (Note:  If QUERY displays a student's name, be sure and check the Current page of the enrollment     atom as well as the History page.  It is OK for a “no show” student or an “inactive student on the day of the count” to have a value other than a “Y” or blank)

    _____4.  On March 4, 2004, from the GA SUPPLEMENTAL atom in the GEORGIA briefcase, Georgia Supplemental in the Menu bar, run Update Student Data.  FTE Count Date is 03/04/04 and Reporting Period is 3.  If you receive the following message, Click "ok" each time. :

                            "SGAASETSGAC1: SGACSETRECTYPE1()failed".  

 

   If you have errors:




Open WORD, Open an existing document




Click on the arrow beside “Look in” and arrow down to Winapps on “S” drive




Select the SASIxp folder by doubleclicking.
Select the  DataFile folder by doubleclicking




The error report file name is STU_UPDATE_Error_xxx.log  (xxx is your school number)





located in the datafile folder.




Please ignore the error, “This student does not have enrollment records”.  Correct all other errors




and do step #4 again.

_____5.  On March 4, 2004, from the GA SUPPLEMENTAL atom in the GEORGIA briefcase, Georgia Supplemental in the Menu bar, run Update  FTE Segments.


Click “OK” on the prompt, “Please check student active FTE values after running.


Click “Yes” on the prompt, “This will update all student FTE defaults. Continue?”.


Click “No”  on the following prompt:  "Are you using the STATEID1 field to hold the Georgia State required course number."

NOTE:  DO NOT run "Create FTE segments".  This procedure wipes out all manual entries.  This procedure is only run one time, and I have already run it for you.

    _____6.   All students have a SS# or a state assigned 800 number entered in SASI.  If a student  had a SS#        change, the original number has been entered in the Alternate ID 1 field on page 3 of the Student atom.  DO NOT enter dashes.

     From the GEORGIA briefcase, State Report Launcher,  run GAR01, SSN Verification

Report.  If you have errors, correct the errors. Do step #19. Rerun GAR01. The errors will continue to appear on the report unless you do step #19. 

_____7.   All students have the appropriate grade level  entered on Page 1 of the Student Atom.

_____8.   All students have a birth date entered in SASI.

_____9.   All students have a gender code entered in SASI.

____10.   All students have an ethnic code entered in SASI.

____11.   To verify the data for #6 - #10: 

                Open the STUDENT atom.  While in FIND mode, place an * in each of the underlined fields and click      FIND.  Double-click the column heading of each field and all records with missing data for that particular field will display at the top of the column.

____12.        GIFTED STUDENTS     

              _____a)  IS (Instructional Setting) has been entered on page 1 of the Student Atom for all Gifted  students. 





G – Gifted 

B – Both Gifted and Special Ed.





NOTE:  (If you change the IS field (Instructional Setting), you will be prompted for a date. Make    

                                 sure you enter a date before the Count day.  You may enter the date the student first attended 

                                  school for the current year.)

           _____b)  All Gifted students (whether they are served or not served on the day of the  count) have been marked “Y” in the Elig Gate field in the GATE atom located in the GEORGIA   briefcase. 

           _____To verify 12a and 12b, run this QUERY:


ASTU SGAG PermNum LastName FirstName InstrSet EligGate IF InstrSet ="G" OR InstrSet = "B"

          _____c)
 Segments for Gifted students served on the day of the count have been marked  with an I on the FTE segment page of GA SUPPLEMENTAL.  Manual entries are marked in the FTE Act column. 
_____13.
REP STUDENTS (High School Only)

          _____a) IS (Instructional Setting) has been entered on page1of the Student atom for all REP students 



R – REP 



X – REP and Special Ed

_____To verify, run this QUERY:

ASTU  LastName  FirstName  InstrSet IF  InstrSet ="R" OR  InstrSet ="X"

         _____b)
Segments for REP students have  a J in the Deflt column on the FTE segment page of GA SUPPLEMENTAL.  You must use a course number with a 1 as the 3rd digit of the course number in the student's schedule.  Do not enter a J in the FTE Act column or the Deflt column. (At STUDENT RECORD time at the end of the year, DOE requires that you submit a course # with a 1 as the 3rd digit if you received REP funding for that segment during FTE time.)

_____14.
EIP STUDENTS (Elementary School only)


            _____a) Segments for EIP Kindergarten students have been marked with an E in the FTE Act column on the FTE segment page of GA SUPPLEMENTAL. 

           _____b) Segments for EIP students, grades 1 – 3, have been marked with an F in the FTE Act column on the FTE segment page of GA SUPPLEMENTAL. 

           _____c) Segments for EIP students, grades 4 - 5, have been marked with a G in the FTE Act column on the FTE segment page of GA SUPPLEMENTAL. 

_____15.        ESOL Students           

         _____a)  ESL has been marked “Y” on the first page of the Student atom for all students receiving

                        ESOL  services.   

         _____b)   Primary Language has been entered on page 2 of the Student atom for all ESOL students.

         _____c)    LEP has been marked  “Y” for all ESOL students on the ESOL page of GA

                         SUPPLEMENTAL    

        _____d)    The number of Nonitinerant or Itinerant segments for which an ESOL student is served has been    marked  1, 2,3,4, or 5 on the ESOL page of GA SUPPLEMENTAL. 



K - 3 eligible students shall be counted for a maximum of 1 segment



4 - 8  eligible students shall be counted for a maximum of  2 segments



            9 - 12 eligible students shall be counted for a maximum of  5 segments.

        _____e)   To verify, run this QUERY (change DISPLAY to PRINT):


PRINT ASTU SGAE  PermNum  LastName  FirstName  EngProf  PrimaryLng#  LEP  SegItin  SegNonItin IF  EngProf = "Y"

_____16.       UNDERAGE STUDENTS
         _____a) Underage Kindergarten students have been marked  as UK on the Demographic page of GA   


           SUPPLEMENTAL.

   _____b)Undererage 1st grade students have been marked  as U1 on the Demographic page of GA  

                   SUPPLEMENTAL.

                                                                        








            _____c To verify 16a and 16b, run this QUERY

                         ASTU SGAC PermNum SocSecNum LastName FirstName Grade UnderAge IF UnderAge <> " "


Print the results from the QUERY and indicate on the appropriate data collection form the reason why the child is enrolled in school.

____17.     Piedmont Students  (Piedmont data clerk will enter this information.)

                        All students enrolled at Piedmont on the day of the count should be marked Alt Sch (Prog) "Y" on the demographics page of GA Supplemental. 


 _____To verify, run this QUERY: 


ASTU SGAC  PermNum  LastName  FirstName IF  AltProg = "Y" AND  UserCd9 =013

_____18.      In-School Suspension /ALPINE                    
                        All students in  In-School Suspension on the day of the count should be marked Alt Sch (Prog) "Y" on the demographics page of GA Supplemental. 


_____To verify, run this QUERY:


           ASTU SGAC  PermNum  LastName  FirstName IF  AltProg = "Y" and UserCd9 <> 013 

_____19.     Create an Extract:  From State Report Launcher, GAE01 GA FTE School Extract                            
Fiscal Year

04



Report Period

 3



Withdrawal Date         06/16/03



System of Residence   District Number


If  you have errors, From State Report Launcher within the GEORGIA briefcase, Run  GAR02 School Level Validation Report.  Correct errors. Create another extract.

NOTE:  If you correct your errors and rerun GAR02, your errors will still be there.  These errors will not be removed from the report until GAE01 GA FTE School Extract is run again 

_____20.        From State Report Launcher, Report FTE02, has been run and the following verified:


NOTE:  Make sure you print Landscape.  Do not enter any data in the “grade range” boxes.



____ #12c - Gifted Segments

                                   _____#13b - REP Segments



_____#14a -EIP Kindergarten Segments



_____#14b -EIP Grades 1 - 3



_____#14c -EIP Grades 4 - 5



_____#15d - ESOL segments



_____#17 - Alternative Education Program(Piedmont)

                                    _____#18 –Alternative Education Program(ISS)


If you have errors, correct the errors and do #19 again.

   _____21.
SPECIAL EDUCATION STUDENTS                                                                                              _____a)   IS (Instructional Setting) has been entered on page 1 of the Student atom for all SPED students.



NOTE:  (If you change the IS field (Instructional Setting), you will be prompted for a date. Make    

                                 sure you enter a date before the Count day.  You may enter the date the student first attended 

                                  school for the current year.)

                _____b) Primary Excep has been entered on the Special Education tab of GA SUPPLEMENTAL    for  all SPED students. 

                    _____To verify, run this QUERY:


       ASTU SGAD  LastName  FirstName  PrimExcep InstrSet IF  PrimExcep <>" "

                     _____c) Segments for SPED students have been marked on the FTE segment page of  GA SUPPLEMENTAL. Manual entries are marked in the FTE Act column. 


NOTE: (High school and Middle school students identified with Autism or TBI only)



If you have students with the Primary Exception of (6) Autism or (7) Traumatic



Brain Injury, you must enter the program code, through which they are served.  



This program code is entered on the Special Education tab of 



GA SUPPLEMENTAL in the "Area Served" field.  This field is the first field



located on the bottom line.  After you enter "Area served", go to the FTE 



segments page and "Update current student".


NOTE: (Elementary school students identified with SDD, Autism or TBI)



If you have students with the Primary Exception of (6) Autism, (7) Traumatic


Brain Injury or (8) Significant Development Delay, you must enter the segment code of   the program through which they are served, on the FTE segment page of GA SUPPLEMENTAL.
          _____d)
Itinerant teacher has been marked for appropriate students in the Init SpEd column on the FTE segment page of GA SUPPLEMENTAL. 


_____To verify, run this QUERY:


ASTU SGAA  PermNum  LastName  FirstName  ItinSpEd IF  ItinSpEd ="Y"


Note:  If the teacher is at your school all day and does not travel to another school on the day of the count, the teacher is not considered itinerant.

          _____e)
Sped Transportation has been marked for appropriate students in the SpEd Transp column on the FTE segment page of GA SUPPLEMENTAL. (This is for students that are transported during the school day from one school to another school.  This is not for students that ride a special bus in the morning/afternoon. 


_____To verify, run this QUERY:


ASTU  SGAA  PermNum  LastName  FirstName  SpEdTransp IF  SpEdTransp <>"N"

          _____f) Supplemental  Speech has been marked for appropriate students in the Suppl Spch column on the FTE segment page of GA SUPPLEMENTAL.      
                                                                Note:  Student must have  at least 3 segments of SPED and is served during one of the SPED segments.

                       _____To  verify, run this QUERY:


ASTU SGAA  PermNum  LastName  FirstName  SupplSpch IF  SupplSpch ="Y"


          _____g)
Inclusion has been marked for appropriate students in the Inclsn column on the FTE segment page of GA SUPPLEMENTAL. 


Note:  The Deflt column or the FTE Act column must be marked with a regular education code if you  mark the Inclsn column 4, 5, 6, 7 or 8.  The  Deflt column or the FTE Act column must be marked with a  SPED code  if you mark the Inclsn column with 9.

                       _____To verify, run this QUERY:


ASTU SGAA  PermNum  LastName  FirstName  Inclsn IF  Inclsn <>"N" 

          _____h)
ALPINE students
                        All Alpine students from your school are active and all segments have been marked in the FTE Act column with a "4" on the FTE segments page of GA SUPPLEMENTAL. 

          _____i)
From State Report Launcher in the GEORGIA Briefcase, Report FTEO1, has been run and the following verified:




_____#21c - Special Education Segments




_____#21d - Itinerant Teacher




_____#21e - Transportation




_____#21f- Supplemental Speech 




_____#23g - Inclusion




_____#23h - Segments for Alpine students 


NOTE:  To generate the report for SPED students only, you have to create a KEEP filter.




KEEP  ASTU  StuLink IF  InstrSet = "S" OR  InstrSet = "B"




Save the filter and name it “SPED”.




This filter will automatically be placed in your System Filter folder on your 

                                                 SASI desktop.  As soon as you finish generating the report for SPED students, 

                                     make sure you drag the filter out to your desktop until you need to use it     again.





NOTE:  Make sure you print Landscape. 




If you have errors, correct the errors and do #19 again in order for your changes to be updated in the extract file.       

 _____j)  Students Receiving SPED services and NOT ENROLLED in a Forsyth County School

This form has been completed.  No data entry is required of the SASI FTE data entry clerk for these students.  Data entry is done from the district office.  


_____22.         From GA SUPPLEMENTAL, Georgia Supplemental in the Menu bar,  Run Update Student Data.

_____23.
Verify that the students being reported as "not present 1 of the prior ten days of the count" have indeed not been present.  Students entering Forsyth County Schools for the first time this year or students reentering from outside Forsyth County on  the day of the FTE count should be on the list when you run the QUERY below.

To verify, run this QUERY:


ASTU SGAC LastName FirstName IF pre10days = "N"


Students present "1 of the prior ten days of the count" should be marked "Y" on the Demographic page of Georgia Supplemental "Present 10 Days Prior".  The FTE Status on the Demographic page of GA SUPPLEMENTAL is marked "N"(normal).


_____24.
Non-Funded Segments


                        It is very important to not have any segments marked with an O (letter O not number 0) or any segments left blank.   Segments marked with O or blank receive no funding. Remember, this affects funds earned for your school.


 The only time an elementary school should have a segment marked with an O is for PK students.  The only time a middle school should have a segment marked with an O is for a student that does not stay at school all day.  The only time a high school should have a segment marked with an O is for Office aide, 5th year senior, or Lanier Day Academy.

                        _____a) Run this QUERY to check for segments marked with an O.


SGAB PermNum IF ActCode 1 = O or ActCode2 = O or ActCode3 = O or ActCode4 = O or ActCode5 = O or ActCode6 = O


(Remember, use the letter O not the number 0)


 _____b)  Run this QUERY to check for segments that are blank: 

SGAB PermNum  IF ActCode1 = " " or ActCode2 = " " or ActCode3 = " " or ActCode4 = " " or ActCode5 = " " or ActCode 6 = " "


NOTE:


If you have segments marked with an O or segments that are blank, enter appropriate FTE codes

_____25.
Create your final Extract: 

From State Report Launcher, GAE01 GA FTE School Extract, has been run and is error free.
Fiscal Year       
 04



Report Period     
   3



Withdrawal Date 
06/16/03

                                    System of Residence = District
_____26.
If you have errors,  From State Report Launcher within the GEORGIA briefcase,  Run  GAR02 School Level Validation Report.  Correct errors.(note:  If you correct your errors and rerun GAR02, your errors will still be there.  These errors will not be removed from the report until GAE01 GA FTE School Extract is run again (#25)

In the file folder provided, place the data collection sheets you used to gather your data and return the folder to Bonnie Stone no later than Thursday, March 11.  Do not return any reports or lists created by Queries.

_____27. Gifted FTE Data Collection sheets have been placed in folder provided.

_____28. (High School only)Remedial Data Collection sheets have been placed in the folder     provided. You may use signed Class rosters in place of the data collection sheets.

_____29. (Elementary School only)EIP Data Collection sheets have been placed in the folder provided.

_____30. SPED, Supplemental Speech, Inclusion Data Collection sheets have been placed in the folder provided.

_____31. "Students not Enrolled in Forsyth County Schools" Data Collection sheets have been placed in the folder provided.  If you have none, please indicate "NONE" and place this sheet in the front of your folder. (Do not enter in SASI any of this data. This data entry is done at the district office.

_____32.  ESOL Data Collection sheets have been placed in the folder provided.

_____33.  Underage Kindergarten/Underage 1st grade Data Collection sheet has been placed in the front of your folder.

_____34.  Class Size Report – signed by Principal

_____35. FTE Checklist has been placed in the folder provided.(all pages)

FTE Administrator_____________________________________

Data Clerk____________________________________________

Special Education Coordinator____________________________

When all Data Entry is complete:








              When you have verified all reports and your data is error free:
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