Tool 3: Annual Child Count—Subpart 2, Title I Part D 

Pf adapted from NDTAC—7/11/2014 update, 7/2013 update, 7/11/11 update, 6/15/2011 AM original
Attached--Appendix A=facility data spreadsheet sample, B=Form NDE 04-017 for facilities, then LEAs reflect data online through the GMS, CDC Collection
Reminder:  Further information can be found on the NDTAC -technical assistance website: 
http://www.neglected-delinquent.org/nd/topics/index2.php?id=2 and the NDE Neglected Delinquent Webpage:
http://www.education.ne.gov/federalprograms/Title%20I%20Part%20D.html
What is this Tool:  Each year States must conduct the Annual Report of Children in Institutions for Neglected or Delinquent Children, Adult Correctional Institutions, and Community Day Programs (Annual Child Count) in order for the U.S. Department of Education (ED) to be able to allocate Title I, Part D, funds accordingly. The Annual Child Count involves State agency (SA) and local education agency (LEA) sub grantees, and their respective facilities and programs, to identify children and youth who are neglected or delinquent (N or D) as defined by ED. Since documentation is subject to audit, this tool assists with an accurate documentation process for the Annual Child Count. This report is required by sections 1124, 1402, 1411, and 1412 of the Elementary and Secondary Education Act of 1965, as amended (ESEA).  
[bookmark: _Toc283977060][bookmark: _Toc285446592]Purpose of the Tool
The Annual Child Count Tool 3 is intended to be used as a quick, easy‑to‑check reference to help ensure 1) that all instructions for completion of the child count collection via sample data spreadsheet from facilities are conveyed by the LEA Title I Part D Coordinator and 2) that the NDE Form 04-017 is completed accurately per requirements, and 3) all data for the Annual Child Count is documented for audit purposes. 
Components of the Annual Child Count Form NDE 04-017 -All lines now are completed and sent into district. The district then completes information online through the CDC collection on the GMS. Documentation of student attendance and age as attached are part of the collection. The information provided to NDE and USDE is subject to audit and must be certified for completeness and accuracy by the appropriate official at the LEA.
[bookmark: _Toc283977061][bookmark: _Toc285446593]How to Use the Tool-(LEA Part D Coordinators can share the instructions for the collection process with the facility staff assigned to collect this data. The facility sends in both items to the LEA Title I Part D Coordinator. The LEA Part D Coordinator reviews the data collection spreadsheet, and the completed Annual Child Count form, and completes the CDC with the NDE Form 04-017 online).
A sample facility collection spreadsheet form is also attached. The LEA can use this data spreadsheet sample or develop their own electronic collection for student counts from the facilities. The facility should complete the sample count tally spreadsheet, data collection and the NDE Form 04-017 –Further information can be found on the online CDC regarding regulations and the Annual Child Count:
USDE Non Regulatory Guidance,
Title I, Part D 2006 and NCLB
Procedure for Institution/Facility Collection-- Directions for completing Sample Caseload Data spreadsheet by the facility:
1. Begin the 30 day window count by starting with September data spreadsheet.  An LEA’s count window can start as early as September 2nd or start as late as October 31st. 
2. The window must be for 30 consecutive days and at least one day of that window must be in October. An LEA can count a child, no matter what the length of stay is, if he or she was in residence at least one day during the 30-day period.  
3. The LEA and facility should monitor attendance as reflected on the data spreadsheet from September through November to determine which 30 consecutive day period would yield the highest number of different students enrolled in the institution (if a student has been discharged and then enters the facility later, this event can count as a new admission count during the 30 day sliding window).
4. Choose the 30-day count sliding window that will give you the largest count.
5. Each eligible facility must complete that Annual Child Count NDE:  04-017form and identify itself therein as either an institution for Neglected students or Delinquent students, but not both, even if it serves both.

Facility directions:  To start the collection from attendance records to the data spreadsheet:
1. Beginning with the roster for the start date of the 30-day count window, log the students from the attendance roster onto the caseload data tally spreadsheet as a means to keep track of the *entry and discharge dates per month, *student code (matches student name-kept by facility) and *birthdates. (*required).  
Note:  Any youth who turns 18 before the end of the 30-day count window cannot be counted for these purposes.
2. Go to the roster for the second date of the 30-day count window, and add new entrants to the facility.  Continue on through all rosters, including weekends, up to and including the end date of the 30-day count window.
3. If a student has been discharged from the facility, but is then re-admitted, add that student again to the roster.
4. Go back and check the birth date column again, making certain that any youth who turns 18 before the end of the count window is removed from the list. This can be done by crossing the student off the list, or removal of the student from the list.  
5. The caseload data tally spreadsheet should be signed and dated at the bottom by the individual at the facility who is certifying that the data is accurate for audit purposes.
6. Proceed as the facility to complete the form, NDE:  04-017 by transferring the count numbers from the spreadsheet onto the form. Attach tally sheet to form NDE:  04-017 and send back to the LEA.
Students do not need to be enrolled for 30 consecutive days to be counted for local
programs; they are only required to be there for 1 day out of the 30-day count period, of which one day of the count period is in October.

Q: Can students be included in the Subpart 2 count if they are attending a community
day program at the facility, but not residing overnight?
A: No, the count only includes youth residing in local institutions; community day school
students may not be part of the Subpart 2 count for generating funding. However, once funding
is determined, community day school students may be served by the LEA with a Subpart 2 grant.
Procedure for Completion of Annual Caseload Count Form NDE 04-017 by the institution and Review by LEA Title I Part D Coordinator of Form NDE 04-017
Section I-Institution Completes and School District (reviews the form for completeness, each line needs to be completed)
1. Check if the Legal Name is correct, check if the address is correct, change as appropriate.
2. Check one box to indicate the type of institution being reported.
3. List the name of the local school district where the institution is located.
4. Cite legal or administrative basis for designation of this institution (see instructions on back of the NDE:  04-017 form
5. A. Enter the total caseload count of number of residents within the 30 day period with one day being in October. List the 30 consecutive day period used. B. From the number in 5A, enter the number of children age 5-17 inclusive who resided in the institution for one day or more.
6. A. Answer if there is a school in the institution. B If the answer is yes, designate if the school is a Rule 18 Interim Program School. Designate if the school is still in the process of approval to be a Rule 18 Interim School. If a school is not in the institution; indicate where the students attend school.
Section II-Basis for Eligibility
1. Indicate if institution is operated primarily for the care of A or B (county operated facility).
2. Indicate if this institution is a residential facility in which children are under 24 hour care.
3. Indicate if the number given in 5B above includes only children aged 5-17 inclusive.
Section III-Certification-Certification by Chief Administrative Official of Institution includes:
A. Printed Name and Title 
B. Telephone Number
C. Signature
D. E-mail address
E. Date Signed
The LEA Title I Part D Coordinator or designated LEA official should review the NDE:  04-017 Form for completeness. Also, review the collection caseload data for correct numbers, and ages of students. The students can be identified by initials, ID number or coded system that the institution keeps on file for audit purposes. (Preferably use ID number) By coded system, for example means student A would equal a name on record at the facility for the count year, A=John Smith. Then the actual student names are not on the spreadsheet.
Verify the accuracy of the data to be submitted. Compare the Annual Child Count from the year before data to the data that was submitted this year. If there is a large increase of decrease in a facility count; seek clarification from the facility and document on the forms sent into NDE.
Annual Child Count Forms—NDE: 04-017 needs to be dated, signed by the facility, completed and sent to the LEAS. The LEA completes the CDC collection per directions on the GMS. 

Reminders:
1. The eligibility criteria for being included in the Annual Court are different than the eligibility criteria for being served and reported under part D.
2. Counts are based on student caseload data that are months old when the fund administration occurs in the spring/summer.
3. Multiple enrollments within a facility can be counted.
4. [bookmark: _GoBack]Purpose of the count is to generate funds vs. purpose of the CSPR unduplicated count is to track student achievement.
[bookmark: FAcheck][image: It is the policy of the Nebraska Department of Education not to discriminate on the basis of gender, disability, race, color, religion, marital status, age, national origin or genetic information in its education programs, administration, policies, employment or other agency programs.]
Directions will be online through the CDC for LEAs to complete this collection:
Important dates:
· August 2014-Letters go out to districts listings facilities within their district
· September 2014-Districts send Facilities NDE:  04-017 forms to complete 
· September to December 5-Districts can complete CDC online
· December 5, 2014 Due date of collection to be submitted and approved by district
· January 5, 2015 Audit window close date by NDE

Questions:  Contact Pat Frost, 402 471 2478, pat.frost@nebraska.gov
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