PA-4 Oct 2017
Checklist:  Required Documentation for Audit of Pupil Membership Count for Cyber Schools
Name of PSA Cyber School: 





    Count Date: 





For every count complete and return this form with required paperwork. For items requested in hard copy, submit in a folder labeled with school name and count date. Place a check mark next to items being submitted. 
Cyber School Documents to Submit for Every Count:


 Drop/Add Lists 

 Pupil Course Schedules in Effect on Count Day, Grades K-12 (send electronically to SFTP)

 Board Approved Graduation Requirements


 Board Approved Attendance Policy (must define “excused” versus “unexcused” absence/non-login & include number of courses required for full-time status)

 Master List of Approved Courses (send electronically to SFTP)

 Master List of Teachers (send electronically to SFTP, include legal first and last name & PIC #)

 Participation Log (master summary of all pupil course logins during count period - send electronically to SFTP)
ISD Auditor Forms to Submit for Every Count:

  PA-101 Verification: Kindergarten Compliance

  PA-102 Special Education Summary w/SE Worksheets


  PA-104 District Planning Form (Fall only, unless revision have been made)

  PA-105 Changes: Certified General Collection (Use only if collection re-opened and revisions made after final certification)


  PA-106 Verification: MSDS Certified Alpha List (in lieu of printed, signed alphas)

  PA-201 Verifications: Teacher Certification/Field Trips/Recess


  PA-204 Cyber School Count Day Absence/Non-Login List (10/30 Day Report for Cyber Schools)
ISD Auditor Forms to Submit for Every Count as Applicable: 
NOTE: Do not submit non-applicable/blank forms; enter “NA” next to those items.

 PA-5B (ISD) Cooperative Education, ISD Programs (e.g., career and technical education)

 PA-5F Part-Time Pupils


 PA-5GA Post-Secondary Enrollment

 PA-5P Work-Based Learning
