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Technical Guide for Special Education Cost Documeation
|. Staff Documentation Requirements for State Funohg

Vermont State Board of Education Manual of Ruled Bractices (VSBE) Rule 2366.2 defines
what special education expendituresKet 2 resident studentsare allowable for State funding
formula reimbursement. A large portion of spec@li@tion expenditures are staff costs. This
includes instructional staff, related service s#aitl administrative staff. For allowable costs, the
rules generally consider staff cost allowable ‘e time they carry out special education
responsibilities.” As many schools hire staff tordore than one function, or they end up
performing multiple functions, it is necessary twdment what portion of time meets the
allowable cost rules as being “for the time thegryaut special education responsibilities.”
Carrying out special education responsibilitiessdoet include Educational Support System
(ESS) responsibilities; the salaries and benefigadf performing ESS work are only allowed

on a limited basis using the 20% additional timevpsion or under the “Small Group Rule”.

Sections | through IX outline a process for schastricts to use in order to claim allowable
special education costs as defined by the StatedBoale. It is necessary that school districts
set up a system to ensure that a staff membegsysahd benefits are charged to the appropriate
funding sources that match the various functioas tie or she actually performs during the

year. This involves a system for tracking the fioret the staff are actually performing and
charging their salary and benefits accordingly.

A. Change in Eligible Cost Rules around Staff Cdsffective for School Year 2010-2011
Effective in June 2010, there was a change to VBBIE 2366.2.1 relating to the salary and
benefits of special education instructional stiafft qualifies as allowable K-12 expenditures
for State funding formula reimbursement. Schodiriits and supervisory unions needed to
implement this change for the 2010-2011 school.yEae prior version of rule 2366.2.1
included provisions for “core staff” as the meamsflow flexibility for special education staff
to serve students on EST and 504 plans. Each sdistiott was allowed a full-time equivalent
(FTE) number of professionals and aides that cbaldssigned each year to specific
mainstream special instruction staff members. Thie &sed was based on special education

mainstream staff employed in school years 1990@i118€91-92.
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1. 20% Rule Replaces the Core Staff Rule
The new version of the eligible cost rule for spéeducation instructional staff allows some
flexibility to charge special education staff perfong mainstream instructional services to
special education for the time they provide noneggleeducation services. The rule allows up to
an additional 20% of an individual staff persorpesial education time for providing certain
non-special education services. The specific dae/allowed during the additional 20% are:

1) Performing consultation to assist with the depeient and provide management of 504

and EST plans and

2) Providing instructional services required by 504 &$T plans.

Please note that this does not include time spanfiding evaluations of students specifically

for determining EST plan and EST plan services.

2. Co-Teaching Allowed

There was also a change in the VSBE Rule 2360n3Hei definition of special education
services to include co-teaching as a special esucaérvice if certain criteria are met. For the
portion of time that a special education teachendp co-teaching to be considered a special
education service the following conditions musinipet:

1) Co-teaching must be performed by a licensed spediatation teacher jointly with a
general education teacher in the general educel@ssroom.

2) The IEPs of one or more students in the generaiagtun classroom must include co-
teaching as a service for the subject area(s) mirtgught.

3) A plan for implementing co-teaching must be subadititnd approved by Karin
Edwards, Co-Director of Special Education at theddament of Education prior to
implementation.

The limitations of the small group rule under VSREle 2366.2.1(a)(1) do not apply to co-
teaching. In other words, the licensed special auis time spent co-teaching is considered an
allowable cost as long as the above conditionsrete- regardless of the total number of
students in the classroom. The small group rusgilisncluded in the eligible cost section of the

rules.
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B. Staff Required to Have Staff Documentation

Staff documentation is required for all staff whesd¢ary and benefits are reported as eligible K-
12 costs on the Special Education Expenditure Repbhne appropriate staff documentation
must be prepared by each staff member. The docatn@mis used to calculate the amount of

salary and benefits charged as eligible cost angt eiretained to document the claim for

reimbursementStaff documentation must be maintained for thiowahg types of special

education instructional staff providing K-12 spé@ducation services:
1. Special education teachers and program aides (@dali20% rule applies),
2. Adaptive Physical Education Teachers (addition&2ibes not apply), and
3. Individual Aides (additional 20% does not apply).

Also staff members providing related services gsiired by individual students’ IEPs need to
document their time:

1. Speech/language pathologists and speech aides€Rlete that Speech/language
professionals and speech aides are included heetadesd service staff as they are
coded to function code 2150 and not in the 100@selFor determining eligible costs,
the 20% additional cost rule applies to speech btafnot to any of the staff listed
below.)

Occupational Therapists and Certified Occupatidirapy Assistants,

Physical Therapists,

Behavior Specialists,

Psychologists,

Appropriately credentialed staff members perfornspgcial education evaluations,
Home-School Coordinators,

Social Workers,

© © N o o bk~ 0N

Staff contracted through Success Beyond Six casti@cother contracts unless they
either provide detailed invoices or have contré&mtserving an individual student, and
10. Other staff providing other IEP services includiransition services.

Also staff members who perform special educatianiagstration functions at the building
level need to document their time:
1. Building-based Special Education Administrators and

2. Out-of-District Coordinators.
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If the school district uses contracted staff (hivedler separate service agreements) for K-12
special education functions, thstaff documentation is required for the contractedservice
providers only if their bills do not provide detailed information on an on-going basis
Detailed invoices are the preferred form of docutaon for contracted staff. A detailed

invoice would include for each date of service

» a brief description of the service,

» the amount of time spent providing the service,

» the student(s) being served and

» the cost.
If the contracted staff person is working striatlith one student to perform IEP services and
the contract clearly identifies the student andiser then the invoices would just need to show
the amount of service performed under the confoacach day and any other information

needed to calculate the amount to be fa&k Section I1X for more detail

C. Staff Documentation Requirements for School Ye&zrvices
The basic staff documentation requirements for schear services are:
» For professionals who work according to an establieed schedulea schedule

which covers the employee’s required work tifaeone school week covering five

days. The weekly schedule needs to be collecteditmes during the year — one for
each of the following periods:

1) September — October and
2) January — February.

* For paraprofessionals and aides who work accordingp an established

schedule:a schedule which covers the employee’s paid fanene school week

covering five days. The weekly schedule needs Beated at least two times during
the year. In addition, a weekly schedule need®todiiected whenever there is a
significant change in the employee’s schedule. Weekly schedules required as a
minimum are for each of the following periods:
1) September — October and
2) January — February.

The supervisory union has the option of havingatheve staff complete time studies instead of

providing schedules.
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» For staff who only periodically provide special edgation services or whose
work or caseload varies significantly over the yeafsuch as building-based special
education administrators, psychologists, behaypecwlists and home-school
coordinators), time is documented differently. Bag@ervisory union has the option
for these staff members of requiring either on-gdime documentation or time
studies prepared for three separate points dun@gcthool year. Each time study

needs to cover one work week of five days.

» For all staff completing staff documentation:a caseload list for the full school
yearshowing all the students served and each studgpisof plan (IEP, 504, EST

or other) that requires the service being provided.

Please note that the above staff documentation uséar State funding is not usually
acceptable for documenting salary and benefits fostaff time charged to federal grants.

Please refer to Section X for the specific federataff documentation requirements.

D. Staff Documentation for Extended Year Services

For summer or extended year services, documentationally consists of a separate contract
showing the specific duties and the maximum amtperson is authorized to earn during
the period. Also, employees should submit time sheetailing the number of hours actually
worked each day, with their signature. If the caatidoes not identify the specific students
being served, it should be noted on the time shieas an attachment. If the employee is hired
to perform more than one type of duty, the timessisbould show the hours separately for each
of the services being performed. The person resiplen®r supervising their work needs to
approve the time sheet. See sample Personnel #dRejport for summer services charged to

federal grants on page 61 for the level of detadded.

E. Special Education Administration Staff Employed Supervisory Union Level

For special education administration staff hirethatsupervisory union level, the job
description is used as the basis for determinilogation of time allowed for State funding
reimbursement. The job descriptions for the spesdalcation administration staff should be
kept on file for each fiscal year with other stdficumentation. Please note that if the staff

person has duties other than special educatiorsjutie department expects that a portion of
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the staff person’s salary and benefits needs thbeged to a funding source appropriate for
those duties. For example, if the special educatdministrator also serves as the Title |
Coordinator, the portion of the time that relateshe Title | Coordinator function needs to be

charged to a source other than special education.

The current job description does not fulfill the dacumentation requirements for Federal
funds which are covered in Section X. Staff fundedith federal funds must document
their time either through Periodic Time Certifications or Personnel Activity Reports
depending on whether their salary and benefits arpaid solely from one federal grant for
a single cost objective or not.

F. Medicaid Claims Submission Not Considered Spééiducation Administration

The time that special education staff spends suimgiMedicaid claims is not considered a
special education responsibility. It is consideaededicaid administration function and the
reasonable costs of administering the Medicaidndgirocess can be charged to the Medicaid

reinvestment funds granted to the supervisory upiosuant to 16 V.S.A. § 2959a (e).

Il. Additional 20% Rule Replaces “Core Staff” Rule for Instructional Staff

Effective for FY-2011, VSBE Rule 2366.2.1 was chesh¢p eliminate the “core staff”

provision that had been in effect since FY-94. thange was made as the “core staff” full-time
equivalent (FTE) allocations by school districts@vbased on staff employed during school
years 1990-1991 and 1991-1992 and no longer reflatie staffing currently needed and it was

difficult for school districts to administer.

The new rule allows as eligible cost for State Ksp2cial education funding formula for
special education instructional staff

(2) In addition to the time for carrying out spe@ducation responsibilities, up
to 20% of a special education staff member’s tinag itme claimed, if that staff
spends the additional time performing consultatemassist with the
development of and providing instructional servicessguired by:
() A plan pursuant to Section 504 of the Rehédtilbn Act; or
(i) A plan for children who require additionalsastance in order to
succeed in the general education environment asrdieted by the
Educational Support Team;
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A. 20% Rule Limited to Special Education Instruction&itaff
There are a number of principles that apply toatth@itional 20% rule:

1. Professional staff must be licensed special educedo
The additional 20% only applies to professionats/ating special education
instructional services that are licensed as spediatation teachers (Special Educator,
Consulting Teacher, Intensive Special Educatiorcfieg Teacher of the Blind and
Visually Impaired, Teacher of the Deaf and HardHefring) or as licensed educational
speech language pathologists. In the rest of dusan, we will refer to these as licensed
special educators.

2. Non-professionals must be providing services undehe supervision of a licensed
special educator excluding 1:1 paraprofessionals.

For the 20% rule to apply to aides, para-educatoparaprofessionals (by whatever
name), the non-professional staff member must persised by a licensed special
educator. This does not include paraprofessionatswork one on one with an
individual student.

3. Staff members must be providing specialized instru@n or speech services to K-12
students as required by their IEPs for a portion oftheir school year work schedule.
The additional 20% only applies to staff members\ate providing K-12 special
education instruction as required by students’ I&R$is limited to school year services;
it does not apply to extended school year servicekherefore licensed special
educators who do not actually provide IEP instugi services are not subject to the
additional 20% rule. One example would be an otdisfrict coordinator whose duties
are limited to case managing students placed autditheir home school district but
does not actually provide any instruction. Anoteeample would be a special educator
whose responsibility was solely performing speecation evaluations and providing
training to other staff members. Neither of thgsec&l educators is actually providing

specialized instruction.

B. Services Allowable Under 20% Additional Rule

The allowable services that can be covered byddéianal 20% rule are developing and
managing EST and 504 plans for individual studant$ providing instructional services
required by EST and 504 plans. This can includdithe spent by special educators in
reviewing the information on students found eligitbr EST or 504 services to be able to
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provide consultation on services needed and attgndeetings to develop the EST or 504
plans. It can also include the time spent by spedacators and paraprofessionals in providing
instructional services that are included in the B$504 plans and by special educators in
managing those services. Evaluations for determi&8T Plans and 504 Plans are not covered

by this rule.

C. Calculation of Additional 20%
The additional 20% is calculatéésed on the portion of time that the individual saff
person spends carrying out special education respsibilities compared to the time spent
providing services relating to 504 and EST underatiditional 20% rule. The first step is a
review of the staff documentation that the emplgyespares to determine the amount of time
that falls under each of the following three catezgm

1. Time relating to allowable K-12 special educatiesponsibilities which includes co-

teaching time and time that is allowable undersimall group rule,

2. Time potentially allowable under the 20% rule (Be@above) for K-12 students, and

3. Unallowable K-12 special education time.
The schedule/time study review section will go intore detail about the process for reviewing

staff documentation to categorize the time intottivee categories.

Next the additional 20% is calculated to deterntiveetotal portion of the employee’s time that
can be claimed for special education funding foameimbursement under VSBE Rule
2366.2.1. The calculation to determine what portbthe potentially allowable EST/504 time
falls within the 20% rule is to multiply by 0.2 tliene spent providing special education
services (1. above). If the result is greater thla@qual to the actual amount of time spent
providing potentially allowable EST and 504 sersgicen all of that time is allowable. If the
result of the multiplication is less than the atarmount of time spent providing potentially

allowable EST and 504 services, then only the amdit 20% is allowed. See examples below.

Example 1
The first example is a full-time special educatdvovepends her time all on K-12 students with

her responsibilities split between special educasind EST and 504 responsibilities that are
potentially allowable. Her schedule showed 30 hgerforming special education allowable

services and 4 hours performing potentially alloledST/504 services.
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Total Time Worked On Weekly Schedule 34 Hours
1. Hours worked — Special Education Allowable Hefurs
2. Hours worked — EST/504 Potentially Allowable Hdurs
3. Hours worked — Unallowable 0 Hours

Maximum 20% Additional Time (Calculated as the

6 Hours
amount of Sped Allowable in 1. above multiplied.By
EST/504 Allowed (Actual hours in 2. above uptothe, 4 Hours
maximum calculated on line above)
Total Hours Allowed for K-12 Formula Funding 34 Hsu
% of Time Allowed for K-12 Formula Funding 100%

As the 20% for this staff person is calculated &s6rs for allowable EST/504 services and she
only spent 4 hours actually performing potentiallipwable EST/504 services, the 4 hours
spent performing EST/504 services are allowed.e&aticof her time is allowed, 100% of the

special educator’s salary and benefits are allosvgbl 2 formula cost.

Example 2
In the second case, a paraprofessional spent 28 petforming allowable special education
responsibilities, 6 hours providing instructionsiccordance with EST/504 plans and 8 hours

performing non-special education duties.

Total Time Worked On Weekly Schedule 34 Hours
1. Hours worked — Special Education Allowable Hfurs
2. Hours worked — EST/504 Potentially Allowable Héurs
3. Hours worked — Unallowable 8 Hours

Maximum 20% Additional Time (Calculated as the

4 Hours
amount of Sped Allowable in 1. above multiplied.By
EST/504 Allowed (Actual hours in 2. above up to the 4 Hours
maximum calculated on line above)
Total Hours Allowed for K-12 Formula Funding 24 Hsu
% of Time Allowed for K-12 Formula Funding 70.6 %

The additional 20% is calculated as 4 hours s@theunt that can be claimed for this
paraprofessional is 4 hours for EST/504 allowaldekwor a total of 24 hours allowed or

70.6% of the paraprofessional’s salary and benleéisg formula eligible cost.
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Example 3
The third example is a Speech Aide who works 18&fauweek with 10 hours spent on

potentially allowable K-12 special education, 1 hspent providing EST/504 services for K-12
student and 7 hours spent in the preschool program.

Total Time Worked On Weekly Schedule 18 Hours
1. Hours worked — Special Education Allowable Hidurs
2. Hours worked — EST/504 Potentially Allowable Haurs
3. Hours worked — Unallowable 7 Hours
Maximum 20% Additional Time (Calculated as the 2 Hours

amount of Sped Allowable in 1. above multiplied.By
EST/504 Allowed (Actual hours in 2. above uptothe, 1 Hours
maximum calculated on line above)
Total Hours Allowed for K-12 Formula Funding 11 Heu

% of Time Allowed for K-12 Formula Funding 61.1 %

The 20% is calculated as 2 hours but since onlgut tvas spent on EST/504 services, the total
allowable time is 11 hours which would result in®% of the paraprofessional’s salary and
benefits being K-12 formula eligible cost. In thisse the remaining 38.8% would be reported

as preschool special education cost.

D. Limits to Use of 20% Rule
There are a number of ways that the 20% rule fletyibcan notbe used:

1. The 20% rule does not apply to special educatiaff providingpreschoolservices.

The 20% rule is one of the eligible cost rulesthe special education funding formula
which only covers kindergarten througH™Mgrade services. Therefore, it only applies to
time that special education instructional staffyide services to kindergarten through
12" grade students. Also the additional 20% time adidfior EST and 504 functions
listed above can only be used to provide thosdcesto kindergarten through™.2

grade students.

2. The 20% rule does not apply to special educatiaff providing special class
instruction in a self-contained or separate daygram (also known as alternative
programs).

The 20% rule is designed to cover mainstream spediecators and does not extend to
providing a student’s basic education for their lghsrhool day or a significant portion
of that day. Therefore, the 20% rule does not afippecial education instructional
staff providing instructional services in a selfatained or separate day program.
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3. The 20% rule does not apply to related servia# sther than speech staff.

The 20% rule is designed specifically for instranal services which includes speech
services as part of the core special educatioruictsbnal services. The rule does not
apply to other related services such as counsalcgypational therapy, physical
therapy or behavioral support/intervention.

4. The 20% rule does not apply to individual aides.
The 20% rule only applies to instructional staffiethdoes not include individual aides.

There is a separate section of the eligible cdesnelating to individual aides which
does not include an additional 20% provision.

5. The 20% rule does not apply to staff workingmtyiextended school year periods.
The 20% rule only applies to instructional staffriiing during the school year. A staff

member working during extended school year pertis not generate additional 20%
time to cover services to non-special educatiodesits.
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lll. Time Documentation for Special Education Staff

A. Documentation for Professional Staff with Regarl Schedules

For special education teachers and related sepvafessionals who are assigned and perform

work based on an established schedule, the staffrdentation requirement for school year

2011-2012 is a set of two schedules which refleetvtork that the staff member is performing.

1.

Required DocumentationThe documentation required for each professistaf

member is a weekly schedule at two points in timmece each during:
a. September to October and
b. January to February.
Each schedule must clearly indicate which of thevalperiods it was in effect.

Period Covered Each of the two schedules must cover the prafeasrequired

work time for one school weekFive days - Monday through Friday)

Required Information For each time block, the schedule must indicatathiwity to

which the staff member is assigned and normallfjopes along with a list of the
students being served. For instructional time dotke name of the subject being taught
along with the students being served is suffici®@he activity for other non-instructional
blocks may be general as it shows what normallypbeag during the period and students

if appropriate. The following shows a sample-cortgaeblock for instructional services:

Monday
Block 1 Reading
Starting at/ :45 Andy Ants, Connie Camp,
Ending at8:25 Martin Mills

The following is a sample completed co-teachingklshowing “co-teaching” with the
subject being taught and the name of the regulacagtbn teacher who shares the co-
teaching responsibilities, the student(s) receitirggservice based on their IEP(s) and

total number of students in the general educatiasscoom during the co-teaching time:

Monday
Block 3 Co-Teaching Math w/ Mrs.
Starting a9:15 Mallow (12 students)
Ending at9:55 Andy Ants, Connie Camp

Signatures Schedules should have an assurance' thartify that this schedule is an
accurate reflection of the work that was assigneadanormally performed during
this period. The schedule must be signed by the professiorei, iéviewed and
signed by the professional’s supervisor.
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5. Caseload List A caseload listor the full school yearmust be attached to the

schedules. See F of this section for more detail.

B. Documentation for Paraprofessionals, Para-eduors, and Aides with Regular
Schedules
For non-professional staff performing special edocaresponsibilities and who are assigned
and perform work based on an established schetth@lstaff documentation required for school
year 2011-2012 is a set of two schedules whicleecethe work that the staff member is
performing with the same requirements as professistaff. For non-professional staff, the
schedule needs to reflect the time for which thé gierson is paid. There are a couple of
additional requirements to document the time foapeofessionals.

1. Additional Schedules When Significant Changes Happpiethere is a significant

change to the paraprofessional’s schedule, thesabedule with its effective date is to
be included as part of the staff member’s docuntiema

2. Required SignaturesThe signatures required on a paraprofessionhbdsides are the

employee, the employee’s supervisor as well aptineipal’s.

Please note that the supervisory union has the agoof using two one-week time studies
instead of the two sample schedules. If the supsovy union elects to require time studies,
it will apply to the special education staff for &supervisory union as well as its member

school districts
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A sample schedule covering one week is as follows:

Employee — Schedule

For School Year 2011 — 2012
Name: Nancy Nicholby For Week of:  9/23/2011
Position: Special Educator
School District:  City Elementary School

Below indicate the assigned work that you perfourirdy your work day. For professionals, the timeared by the schedule
needs to include the required work hours under goutract. For paraprofessionals, the time covaesstis to include the
time for which you are paid. Use one block for edifferent activity and use as many blocks as néedeover your work day
In each block, indicate the activity being perfodndor instructional periods, indicate the subjeeing taught and the studen
being taught. For other activities, provide a bdes$cription and indicate students if the activihates to specific students.

For more details on completing the form, you cdarrt the Technical Guide for Special Educatiosid@ocumentation.
Enter time for each

block Monday Tuesday Wednesday Thursday Friday
Period 1 . 8:15,_8_:45 .
Reading Math Writing Reading Math
Starting at 8:15 Paul P. Dennis D Kara K Paul P. Dennis D
Ending at 9:05 Martin M 8:50-9:30 Case Martin M
Kathy K Management Kathy K
Period 2 Math Math 9:35-9:55 Prep Math Math
Starting at 9:10 Steve S Steve S for Grade 142 Steve S Steve S
Ending at 9:55 Math Groups
Period 3 Math - 6r1 Math - 6r 1 Math - 6r 1 Math - 6r 1 Math - 6r 1
Starting at 10:00 Kara K Kara K Kara K Kara K Kara K
Ending at 10:45 Mandy M Mandy M Mandy M Mandy M Mandy M
Patsy P Patsy P Patsy P Patsy P Patsy P
Period 4 10:50 to 11:15
Starting at 10:50 LUNCH LUNCH LUNCH LUNCH LUNCH

Ending at 11:05
Period 5 11:15 to0 11:30
Starting at 11:10

Ending at 11:30 Recess Duty Recess Duty EST Meeting Recess Duty Recess Duty
Period 6 Math - 6r 2 Math - 6r 2 Math - 6r 2 Math - 6r 2 Math - 6r 2
Starting at 11:35 Peter P Peter P Peter P Peter P Peter P
Ending at 12:15 Sam S Sam S Sam S Sam S Sam S
Period 7 Reading Prep time for Reading Reading Sped Case
Starting at 12:20 Andy A Math Groups Steve S Steve S Management
Ending at 1:00
Period 8 Preparation Math Prep Time Math Sped Case Mgt.
Starting at 1:05 Time for Paul P for Indiv. Math Paul P including TEP
Ending at 1:45 Reading and Co-teaching meetings
Period 9 Reading Reading Co-Teach Math Reading Reading
Starting at 1:50 Emily E Emily E with Mary Kay Emily E Emily E
Ending at 2:30 Connie C Connie C (17 Students) Connie C Connie C
Andy A Andy A Paul P, Steve S Andy A
| certify that this schedule is an accurate reitecbf the work assigned and normally performedrduthis period.
Employee's signature:  Noncy Nicholby Date: 92¢/2011
Supervisor's signature: Fetsey Ress Date: 5/27/200
For paraprofessional's schedules:
Principal's signature: Date:
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C. Documentation for Staff without Regular Schedgle
Different documentation requirements apply to staéimbers:

1) who only perform special education responsibilies for part of their time or
2) whose schedules vary significantly from day toay or week to week.

The staff members who most often fall into thisegairy are staff providing services to students
with behavioral issues as these students may ommiagualify for special education services.
Also the specific services provided may vary sigaiftly from day to day so that the schedule
would probably not be representative of their stlyear work. Building-based special

education administrators should use this form afff stocumentation.

The supervisory union has the choice of requiring of two types of documentation for these
staff members. The supervisory union may requirga@ng staff documentation which requires
information on each day of the school year thatetigloyee is scheduled to work. The other
option is for supervisory unions to require three-oveek time studies. The instructions relating

to time studies are in Section E starting on pagje 2
D. On-Going Staff Documentation

On-going time documentation means that the empldgeaments the time that he/she works
for the entire period for which they are paid — titee school year, calendar year or some other
variation.

1. Required DocumentatiorThe documentation can be in the form of a resoich as an

appointment book that the staff member uses t& tteework they are performing. See
page 18 for a sample. Regardless of whichever tdrdocumentation is used, a
summary sheet (page 19) needs to be prepared shéwiaach day - the total number
of hours worked and the number of hours spent igibéd K-12 special education work
to use to calculate the portion of salary and benehargeable as eligible K-12 special
education cost. The summary form must include gpapriate signatures. The other
option is for the staff member to use the Departraesuggested form for on-going staff
documentation. A sample completed form for thisapts shown on page 17.

2. Period Covered by Schedul&ach school day that the employee is scheduleatk w

during the school year for employees with schoalym®ntracts. For staff who are

contracted for a different number of days, thequedovered is their contract work time.
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3. Required Informatian For each time block charged to special educati@record

needs to show a brief notation of the work beindgmed during that school period or
service block. This is repeated for all of the tiodecks to cover the complete work day.
As this is a record of the actual work performée, activity stated for blocks should be
specific. For example, a block relating to coumsgfor a specific student would include
the name of the student. Time spent on case maragemould indicate the specific
student(s) as well as what the specific activitgwach as parent contact, review of
student progress, notices for re-evaluation, escth® purpose is to document allowable
special education time, the detail relating to speeial education is not important — it is
up to the school district whether that is importanthem for other reasons. If the on-
going documentation form used does not includenansary of the work performed such
as is the case with an appointment book, then amsugnform needs to be completed
showing for each day the total hours worked andhtimaber of hours spent providing
eligible K-12 special education services.

4. Signatures The time documentation needs to be signed by #feraember and their
supervisor. If it is in the form of an appointméatok, the staff member will need to
sign the summary form. If this form of documentatis used, copies of the pages of the
appointment book need to be kept with the othdf deewumentation.

5. Caseload List A caseload list for the full school year mustdtt&ached to the staff time

documentation.

On page 17, there is a sample completed Employe@dmg Time Documentation covering
one week. On page 18, there is a sample of an geggkappointment book for one day. The
sample Summary of On-Going Time Documentation ipage 19. The Summary form could
be adjusted to satisfy the requirements of a Pardokctivity Report if one of the funding

sources for the person with on-going time docuntentas federal funds.

Please note that the supervisory union has the ceoof using three one-week time studies
instead of the on-going time documentation. The gsupisory union can decide which
method of documentation will be used for individusdaff members that do not have
regular schedules — some staff members may be nesglifo do on-going documentation
while others may be required to document their titfeough the three time studies, each
covering one week.
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Employee On-Going Time Documentation

For School Year 2011 - 2012
Name: Warren Worthington For Week of: 9/23/11
Position: Psychologist
School District: City School District

The following shows the total number of hours worked each day and the hours spent performing K-12

special education work. Prepare this for each week that Special Education work is performed.

Day Total Hours | Hours Performing K-12 Special Education Work Performed
Worked Special Ed. Work | Time Period Service Students Served
Monday 7 45 8:00-9:00 evaluation Moe Miller
10:00-10:30 | counseling Tom Tortuga
11:00-1:00 evaluation Billy Blaze
1:00-2:00 Group Andy Argyle, Sam
. Stamps, Carly Cotton,
counseling Theo Thimble
Tuesday 7.5 6 7:45-8:15 counseling Carly Cotton
9:00-9:30 counseling Roger Ratchet
10:00-2:00 | scoring eval Moe Miller
2:00-3:00 scoring eval Billy Blaze
Wednesday 7 2.75 8:00-10:15 TEP meeting Dina Dart
12:30-1:00 counseling Sam Stamps
Thursday 7 2 7:45-8:15 counseling Theo Thimble
9:00-9:30 counseling Paul Picasso
10:00-10:30 | counseling Yolanda Yew
2:00-2:30 counseling Frieda Filch
Friday 7.5 5.25 7:30-9:00 evaluation Ira Inkling
9:00-10:30 | IEP meeting Zoe Zipper
12:30-1:45 | TEP meeting | Eddie Ezzard
2:00-2:30 counseling | George Gershwin
2:30-3:00 counseling | Harriet Hamilton
= % of week spent on K-12 special
Total for Week 36 20.5 56.9% education work
The above information is an accurate reflection of the work that | performed during this period.
Employee's Signature Wearren WMMW Date: 9/27/11
Supervisor's Signature QL@ Roso Date: 10/1/20171
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Neenwa Thurman-Domino, School Psy clf\oLogist

Monday, September 19, 2011

7:00
7:15
7:30
7:45
8:00 Counseling - Hank McCoy (504 Plan)
8:15
8:30 l
8:45
Group Counseling - Bob Russo (IEP), Scar Turpin (Reg.
9:00 Ed.),
9:15 Vi Lock (IEP), Bucky Barnes (IEP), Steve Rogers (Reg. Ed.)
9:30 Morning Break
Psychological Evaluation as Part of Special Education
9:45 Evaluation - Jamie Braddock
10:00
10:15
10:30 v
10:45 Score Evaluation Results - Jamie Braddock
11:00 v
11:15 Counseling - Maris Morlak (IEP)
11:30 L
11:45
12:00 Group Counseling - Vera Vidal (IEP), Shirlee Bryant (EST),
12:15 Shevaun Haldane (EST)
12:30
12:45 LUNCH BREAK
1:00 LUNCH BREAK
1:15 Meet w/ Pepper Potts (classroom teacher) re: Behavior Plan
1:30 for Tom Cassidy (IEP).
1:45 v
2:00 IEP_Meeting - Kimberly Schau
2:15 l
2:30
2:45 Counseling - Alison Blaire (504 Plan)
3:00
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Summary for On-Going Time Documentation

Name:

Position:

School District:
For School Year:

Neena Thurman-Domino
Psychologist

City School District
2011 - 2012

Staff who document their time on an on-going basis using an appointment book or other record of work
performed on a daily basis (but not using the DOE On-Going Time Documentation form) need to use this
form to summarize their time worked for each day. The summary is to be reviewed by the staff member's
Supervisor then signed and filed with the business office along with copies of the appropriate pages of the
appointment book or other record to serve as staff documentation for special education funding purposes.

For each work day, summarize the time worked from your appointment book or other record of your work.
Show the number of hours spent providing K-12 Special Education, Preschool Special Education and
Non-Special Education work. The "Total Hours" equals the hours worked excluding any lunch or other

breaks.
DATE K-12 Special Education PreSchool Special Non Sped Total Hours
Eligible Hours Education Hours Hours
9/19/2011 4.3 0 2.2 6.5
9/20/2011 2 0 4.5 6.5
9/21/2011 5 0.5 1 6.5
9/22/2011 4.7 0 1.8 6.5
9/23/2011 2.8 0.25 3.45 6.5
Week 1 Totals 18.8 0.75 12.95 32.5
9/26/2011 3.5 0.5 25 6.5
9/27/2011 2 0 4.5 6.5
9/28/2011 3 0.5 3 6.5
9/29/2011 4.7 0 1.8 6.5
9/30/2011 2.8 0.25 3.45 6.5
Week 2 Totals 16 1.25 15.25 32.5
10/3/2011 3.5 0.5 25 6.5
10/4/2011 2 0 4.5 6.5
10/5/2011 5 0.5 1 6.5
10/6/2011 4.7 0 1.8 6.5
10/7/2011 6 0.25 .25 6.5
Week 3 Totals 21.2 1.25 10.05 32.5
10/10/2011 3.5 0.5 25 6.5
10/11/2011 2 0 4.5 6.5
10/12/2011 5 0.5 1 6.5
10/13/2011 4.7 0 1.8 6.5
10/14/2011 2.8 0.25 3.45 6.5
Week 4 Totals 18 1.25 13.25 32.5

| certify that this schedule is an accurate reflect

ion of the work performed during this period.

Employee's Signature: (_\){ngd ‘Z %llﬂﬂdﬂ'@ﬁﬂﬂ.ﬂﬁ Date: / 0/ ] 8/20/ /
Supervisor's Signature: g}% QZ(M Date: 10/19/2011
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E. Time Study Form of Staff Documentation

The second option for staff documentation for stathout regular schedules is using time
studies. Time studies are very similar to schedekeept time studies provide more specific
information based on what actually happened dwaxch day by instructional block or period
instead of what was scheduled to happen. For examapecial educator’s schedule may be to
provide math instruction to & frade group during period 3 each Monday. Howeféne 1
grade schedule is changed because the first gsatierig a special project, then the time study
would reflect what actually happened during thatqaewhile a schedule would show what is
expected to happen on a normal basis.

1. _Required Documentatiohe documentation required under this optidiise time

studies, each covering a one-week period duringtheol year. Each one-week time
study will document the work for five school dayMenday through Friday. The
preference is to have the time studies at thrderdiit points in the school year with one
in the September to October period, one in JanwaRgbruary period and a third one
during any other period.

2. Period Covered by Time Studyl'he time study documentation for each of threeh

sample weeks needs to cover five work days foethployee. If an employee is not
working or doing something other than their norchaties for any of the days chosen as
the time study period, then the staff member shdolmiment the same weekday of the
following week. For example, if Sally is out sick Wednesday of the week designated
for the time study, she would document her timetiierfollowing Wednesday.
For professionals, the time documented throughithe study should cover their required
work hours. For paraprofessionals, the time docueteshould be the total time for which
the employee is paid.

3. Required Informatian For each time block, the time study must indidhe activity that

the staff member performed as well as the studentshich the activity related. For an
instructional period, the activity would be the gdb being taught. For non-instructional
periods, it should be specific such as “preparaiomperiod 2 math class” or “IEP
meeting for A.S”. Because a time study reflectstvataually happened instead of what
was scheduled, it should be specific. Instead sifgaying “case management”, the time
block should state what specific component of caaragement was happening along

with the student(s) to which it related. If it waiparation, the specific subject and period
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or student that the preparation relates to shbelohdicated along with the word
“preparation”.

4. _Signatures Each time study needs to be signed by the staffmeesnd their
supervisor. The form needs to have an assuranteassu@ e above information is an
accurate reflection of the work performed during igperiod.”

5. Caseload List A caseload list for each staff member must le=lfivith the time studies

reflecting the students served during the whol@sthear.

F. Caseload List Required for All Staff Completirfstaff Documentation

Every staff member completing staff documentatiarstralso fill out a caseload list for the full
school year showing all the students served antygeeof plan (IEP, 504, EST or other) for each
student that requires the service being providée. dne exception is that for co-teaching
assignments, the caseload list only needs tdhieshaimes of students receiving IEP services
during the co-teaching blocks and not the named| dfie students in the general education class.
The information required is the student’s nameninber and an indication as to whether the
services being provided to the student are bas¢bdeostudent’s IEP, 504 plan, EST plan or for
some other reason. If the service being performguit of a special education evaluation, place a
check in the “Other” column and add a notationg¢ating “special education evaluation.” If no
explanation is given for students with a checkhim tOther” column, it will be assumed that they

are a regular education student without an IEP,[&4 or EST plan.

It is also important to have a separate designdtiopreschool students, if the staff person serves

both preschool and K-12 students as this informasaeeded during the review process.

A sample completed caseload list is on the follgpage.
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Employee - Caseload List

For School Year 2011 — 2012

Name: Nancy Nicholby
Paosition: Special Educator
School

District: City Elementary School

List below all of the students that you served for the school year indicated above. For each student served,
indicate whether the service being provided was based on a plan (IEP, 504 plan or EST plan) or for another
reason. For other, please provide a brief explanation such as special education evaluation.

Note: You do not need to include the names of non-sped students served through co-teaching activities.

Student's Name and Services Being Provided Based On:
ID Number Other_ )
IEP 504 Plan EST Plan Explain
Andy Ants XXXXXXX X
Ben Buckle XXXXXXX X
Connie Camp XXXXXXX X
Dennis Dear XXXXXXX X
Title | eligible
Emily Erks XXXXXXX but no Title |
time
Jimmy Jones XXXXXXX X
Kara Kute XXXXXXX X
Mandy Mills XXXXXXX X
Martin Mills XXXXXXX X
Peter Panda XXXXXXX X
Paul Pelt XXXXXXX X
Patsy Pine XXXXXXX X
Sam Smiles XXXXXXX X
Steve Smith XXXXXXX X
(Please note for this example - Bold denotes students receiving IEP services;
Italic denotes students receiving services required by 504 or EST
plans;

Regular font indicates students without a plan.)
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IV. Review of Schedules/Time Studies by Supervisors

The schedules/time studies prepared by speciabéidacstaff members should be reviewed
during the school year to make sure that all theessary information is provided. It is important
to do it soon after completion as it is difficulirfstaff to remember specifics at a much later.date

The following lists a set of suggested steps forewwing schedules.

A. Review for Missing Information Prior to Supersor’s Approval
Prior to signing the schedule/time study, the super should check for the following items:

1. Time covered

v Does the schedule/time study cover five days eachrfe of the two periods
September — October and January -February? Oaisatditional schedule because
of a significant change in a paraprofessional’sdcie?

v" Does the schedule/time study cover the professoreduired work timéor each
day?

v" Does each day of the schedule/time study covetirtteefor which the
paraprofessional or aide was actually Paid

2. All time accounted for

v Do all blocks on the schedule/time study list tlgibning and end times?

v' Are time intervals between blocks a standard amofitime or are there unusual
amounts of time unaccounted for between blocks?

3. Activities/subjects

v Do all blocks on the schedule/time study list ativity (subjects for instructional
periods)?

v’ Is the terminology clear and not in language tbatesone not working in the school
would understand? If lunch is indicated, is it cledether it is the employee’s lunch
or lunch duty?

4. Students
v" Do all instructional blocks on the schedule/timedstlist the students being served?

5. Co-Teaching Blocks Have All Required Information

v" Do the co-teaching blocks indicate the requirednmifation: subject being taught,
name of the regular education teacher, names désts receiving IEP services, and
number of students in the classroom?
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6. Caseload list complete

v Does the caseload list all students served duhieg¢ar, along with an indication of
the reason the service is provided - IEP, 504 F&1, Plan, or another reason?

7. Preschool students

v Has the staff member indicated which, if any, & students on his/her caseload are
preschool students?

B. Adding Missing Information

When the schedule/time study has been reviewstpiild be returned to the employee with a
request to add the missing information. If the eygpe is unavailable to add the information, the
employee’s supervisor may add the missing inforomati he additions should be added in a way
that it is clear that they were provided by a d#fg& person such as using a different color pen.

C. Helpful Hints
Some school districts or supervisory unions mayestthat staff take additional steps that help
with the review of the schedules. Some of theskidec
1. Having staff color code the students listed inttitee blocks of the schedules based on
whether the service is provided pursuant to an EF, or 504 plan, EEE or regular
education (no plan) allowing for easier review &etmine blocks disallowed, what
should be charged as preschool cost and what caoaliify for 20% additional time;
2. Having case managers attach copies of currentfiitRee students that they case manage
so that the specific IEP services can be easilfieer
The supervisory union may also want to verify thiaprofessionals are licensed special educators
for the grades they work with or are appropriatghglified if an educator’s license is not required

for their position.

V. Calculating Allowable Portion of Staff Time Bagd on Documentation

The purpose of having each special education geffon prepare documentation of how they
spend their time is to determine what portion sflier salary and benefits can be reported as K-
12 special education eligible cost. The staff toheeumentation needs to be reviewed and used to
calculate the portion of each employee’s salaryl@refits that are eligible K-12 costs on the

final Special Education Expenditure Report for yiear.
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A. Calculating Time Worked by the Employee

To determine what portion of a person’s salaryfl@aable, the first step is to determine the
amount of time worked for the period covered bydtadf documentation. This should include the
time from the beginning to the end of each daytlieremployee excludinigme between periods
and time used for allowable employee breaks sudhnaf breaks. The calculation of actual time

worked is used in the calculation of percentagenadd for formula reimbursement.

For the sample schedule (pagel4), the employeesveath day from 8:15 to 2:30 (6 hours and
15 minutes) with a 15-minute lunch break and d @itd0 minutes attributed to time between
periods. The time worked is calculated as 5 honds2® minutes or 320 minutes per day of
“work” time. For the week shown on the sample scihedhe work time totaled 1,600 minutes.
This is calculated for each day of the week andl @sethe base for the week to determine what

portion of the employee’s salary and benefits lisvedble.

Time Worked Calculation (For Weekly Schedule on Page 14):

Time from Less Lunch| Less Time

SE?Z doljle Beginning to End & Break Between Wf%rrkDT;me
of Work Day Time Periods y

Monday 6 hours, 15 minutes 15 minutes 40 minutes 0 rBidutes

Tuesday 6 hours, 15 minutes 15 minutes 40 minutes20 ndnutes

Wednesday| 6 hours, 15 minutes 15 minutes 40 minte320 minutes

Thursday 6 hours, 15 minutes 15 minutes 40 minufe§20 minutes
Friday 6 hours, 15 minuteds 15 minutgs 40 minutes O BRutes
Total for Week 1600 minutes

For this example, 1,600 minutes of work time isduas the base for calculating the percentage of
allowable K-12 special education time for this eaygle for her fall work schedule.

B. Reviewing Time to Determine What is AllowablelR® Special Education Staff Time
The schedule or time study needs to be revieweet&rmine what portion of work time falls into
the following categories:

1. allowable K-12 special education time,

2. potentially allowable EST/504 time, and

3. unallowable for Special Education K-12 formula rbumsement.
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A supervisory union may want to divide the unallbleatime into more categories for funding
purposes. For example if some of the unallowabhe tis for preschool special education

services, the supervisory union may want to adtaba category in addition to the ones above.

1. Allowable K-12 Special Education timeincludes time that the staff person is providing
services required by students’ IEPs, includingteglgreparation time and case
management of special education students’ IEP&s\for K-12 students. Allowable
time includes co-teaching time that meets the reaitaf being special education services
(see page 2). This category also includes servitésh fall under the small group rule.
To qualify under the small group rule, the groupsimeonsist of eight or fewer students. If
the majority (over 50%) of the students in the $maup are receiving the service
provided by the special education staff as an Effaired service, then 100% of the time
block is allowed. The small group rule appliesite same instructional staff as the
additional 20% rule. For services provided in augrsituation in which the majority is not
receiving the services by the special educatioif @ssan IEP required service, then a
portion of the time is allowed based on the nundfehe students receiving the service as
an IEP required service to the total number ofesttislin the group. For example, if a
Speech Pathologist was providing articulation sEwito a group of five students and for
two students it was an IEP required services, #@8h (2/5) of the time block would be

allowable special education time.

Allowable special education time also includes tgpent on special education

evaluations and IEP development as they are irltpgres of special education. Also
allowed are school events in which all staff muatipipate such as school assemblies and
fire drills. Up to 15 minutes a day is allowed fayme room or TA time.

2. Potentially Allowable EST/504 timeincludes time spent developing and managing EST
and 504 plans for individual students. This alstbudes time spent by special educators in
reviewing information on students found eligible EST and 504 services in order to
provide consultation on services needed and atigndeetings to develop the EST and
504 plans. Potentially allowable time also incluties spent providing instructional
services required by EST and 504 plans. Excludad this category are any evaluations
that were not part of a special education evalnatio
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3. Unallowable for Special Education K-12 formula reinbursementinclude all general
duties with the one exception of providing up tomtutes a day of homeroom or TA
time. All services to non-special students or talents that are not required by their IEPs
are unallowable unless they are provided througb-eaching situation or fall under the
small group rule. Services to preschool studergsiaallowable with the exception of
participation in the IEP meeting for a studenti iEP will extend into his/her

kindergarten year.

For the sample schedule shown on page 14 and eddedbshown on page 22, the following
shows the result of the review for Monday in defallis assumes that all of the services being
provided to students with IEPs are services reduisethe students’ IEPs. The preparation time
for reading shown in period 8 is 100% allowed &®fihe reading time on the schedule is

allowable special education time.

Periods

100% of period 1, 2, 7,8 &9
33% of period 3

Category # of Minutes

1. Allowable K-12 Special
Education time

230 minutes

2. Potentially Allowable

67% of period 3

EST/504 time 70 minutes | 4 5504 of period 6
3. Unallowable K-12 Specia 20 minutes | Period 5
Education formula eligible

Total Work Time 320 minutes

The same analysis is done for each of the five dayise weekly schedule and is shown below

for the sample time study.

Day of Number of Minutes by Cost Category Total Minutes
Schedule  [71 K-12 Sped 2. EST/504 3. Unallowable  for Day
Monday 230 minutes 70 minutes 20 minutes 320 msute
Tuesday 198 minutes 102 minutes 20 minutes 320tesnu

Wednesday 194 minutes 126 minutes 0 minutes 320tesn
Thursday 210 minutes 70 minutes 40 minutes 320 t@snu
Friday 230 minutes 70 minutes 20 minutes 320 mewute
Total for Week 1,062 438 100 1,600
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C. Calculating Additional 20% for Instructional St

The additional 20% is calculated for staff qualiiyiunder the rule by multiplying the number of
special education allowable time from the weeklyesiule by 0.2 or 20%. If the actual 20%
additional is not more than the potentially alloveaBST/504 time, then all of the potentially
allowable EST/504 time will be allowed. If the potially allowable EST/504 time is greater than
the additional 20% calculated, then the amountadtbis the amount calculated as the additional

20%. The 20% is calculated for each week separately

Total Time Worked On Weekly Schedule 1,600 Minutes
1. Hours worked — Allowable Special Education 62,Minutes
2. Hours worked — Potentially Allowable EST/504 38MMinutes

3. Hours worked — Unallowable 100 Minutes
Maximum 20% Additional Time (Calculated as the 212 Minutes
amount of Sped Allowable in 1. above multiplied.By
EST/504 Allowed (Actual hours in 2. above up to 212 Minutes
maximum calculated on line above)

Total Hours Allowed for K-12 Formula Funding 1,2Winutes
% of Time Allowed for K-12 Formula Funding 79.6%

D. Audit Guidelines for Schedule/Time Study Review

When the Department of Education audit staff reviieerschedules and times studies, they use
some standard guidelines to question the use ttiste that seem outside of the normal range.
This time will be shown as disallowed unless addii information is provided during the audit

process. The following is a list of the guidelinsed by the auditors:

1. Time allowed for employee lunch is generally limitéo 30 minutes per day unless the
master negotiated agreement sets different condsidor employees’ lunch break3he
general rule in the schools appears to be a maxiofl8@ minutes for lunch so if more
time is allowed to a specific employee, an explameshould be provided if an exception
has been made by the school district. It is impdriaat the schedules differentiate
between the employee’s lunch break and lunch datidbat the lunch break is not

disallowed.
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2. Time allowed for employee breaks is limited to tfifteen minute breaks for a full-time
employee per daylhis is a general rule and if the school distraes made different
arrangements with a specific employee, the spsatfichat arrangement would need to be
provided to the auditors.

3. Up to 15 minutes per day is allowed for Teacher Asdvy (TA) or home room
responsibilitiesIn many schools, all professional staff membersaasigned
responsibilities for TA or home room. The departtradlows up to 15 minutes a day for
this general education responsibility. Howevethéd school has a longer period than 15
minutes, the amount in excess of 15 minutes pergddigallowed as a regular education

responsibility.

E. Other Provisions for Determining Allowable Time

In addition to the above criteria, there have be@aumber of decisions made concerning

allowable time and unallowable time which are lisbelow:

1. Covering general duties such as recess duty, lunatwm duty, bus duty, etcis not an
allowable special education cost. These are negefksahe whole student body and
should be covered by general education funds.

2. Coverage for lunch and recess for individual speciaducation studentsis considered

an allowable special education cost only if theviseris required by the student’s IEP

The IEP would need to clearly state that the studeto receive services during those
specific periods or is to receive individual aidewsces for the whole school day. If the

service is not required by the student’s IEP, It mot be considered an allowable cost.

3. Whether time special education staff spent attendijpmeetings is allowable depends
on the purpose of the meetingWhen the schedules are completed, it is impottant
include the purpose of regularly scheduled meetifhge following includes some general
guidelines regarding what is considered allowable:

» Staff meeting time is allowable if all staff areuered to attend.
» Meeting of special education staff for in-servicaring or to work on special

education projects are considered allowable.
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» |EP meetings and other meetings related to thaapsducation process are
allowable.

4. Providing services to parentally placed studestin accordance with a services plan is
not an allowable special education costUnder IDEA-B, supervisory unions are required
to use the pool of IDEA-B funds designated as priipnate share funds to provide
special services to students who have been detedneiligible for special education and
who are attending, at parental expense, an indepesdhool located within the
supervisory union boundaries or being home-schoelédn the supervisory union
boundaries. After consultation with representativkethe independent schools and
parents, the supervisory union develops a plangorg the IDEA-B proportionate share
funds to provide special education and relatediseswo this group of eligible students.
Services need not be provided to all students.ndces plan is written for each student
who will be receiving services from the proportitmahare funds. The proportionate share
funds are the only funds that school districtsracpiired to use for this purpose. If they

choose to spend beyond the proportionate sharerarbtheir IDEA-B grants, the

not formula eligible costs and must be reporteshalkgible whether it is the cost of
school district staff or for contracted service\pders.

5. The allowable special education cost rules ongpply to special education provided to
the school district’s kindergarten through 12" grade resident students or provided to
Vermont State-placed students being educated by tlsehool district for otherwise
allowable special education costs not reimbursed der the State-placed student
funding mechanism.This means that the formula reimbursement doeamally to
students placed by other states or that are Verstadents but not residents of the school
district. For students placed by other states immt, there should be an agreement
under the interstate compact concerning paymerthéostudent’s educational costs and
payment should come from the sending state. Asodila reimbursement is not intended
to cover the special education cost for non-regidrents which would include children
of staff members that you allow to attend the sthdwre the parent teaches even though
they are not resident students.
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F. Calculation of Allowable Salary and Benefits dnAdjusting Transactions

The percentage allowed is calculated as the avéragethe staff documentation that is required
for that individual. For example, if the staff penshad a regular schedule and their fall staff
documentation resulted in 79.8% being allowed &edatinter staff documentation showed
85.6%, then the average or 82.7% would be allowethke year. This percentage is used to
determine what portion of the special educatioff person’s salary and benefits for the year can
be charged as eligible K-12 special education esip@res. The following shows what the
calculation would be under different situations.
1. For Professionals Using Schedules for Staff Documttion: use the average for the
two schedules.
2. For Paraprofessionals and Aides Using Schedules f&taff Documentation: use the
average for the schedules used to document thefdintiee school year.
3. For Staff Without Regular Schedules:use the average of the special education
percentage for the on-going documentation for &ea wr the average of the three time

studies depending on which form of documentati@nsilpervisory union required.

It is usually necessary to adjust the amount clthagean eligible special education cost based on
the calculation of what is allowable for the schger. The amount of an employee’s salary and
benefits charged to special education codes ia¢heunting system may not match what is
calculated as allowable cost using the staff docuat®n. The adjustments to reflect the actual
percentage of special education cost by specialaaiun employee can be done in one of two
methods:

1. Adjust the salaries and benefits in the accountingystem to reflect the appropriate
amount of special education salaries and benefitd.a special education employee’s “%
of Time Allowed for K-12 Formula Funding” averagen82.7% for the year that
percentage would be used to calculate the amouns#tfer salary and benefits allowed. If
the employee’s salary was $42,200 for the schoat gad the benefits were $17,040, then
$34,899.40 of the employee’s salary and $14,09@f @&nefits would be charged as
eligible special education costs. The disallowedipo of the salary and benefits should
be charged off to a funding source appropriatatferwork being performed. If the staff
person’s salary and benefits were set up at thmbieg of the year to be charged to
special education at a percentage different fragrathount calculated based on the
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schedule, then an adjustment needs to be madg¢uist #tht once the allowable
percentage has been calculated based on the staifnéntation information. So, if the
employee with the sample schedule had been chaff&m special education at 90% from
the beginning of the year based on an estimate trecschedule information was
complete an adjustment would need to be made tgelan additional 7.3% of her salary
and benefits to non-special education sources fioompleting the final Special
Education Expenditure Report for the ydalease note that any journal entries used to
record the adjustments must have detailed backup shwing the calculation for each
employee. This detail will be needed for special educaaoulits.

2. If the school district chooses not to adjust its aounting records for special
education adjustments, a spreadsheet needs to beated showing, by employee, the
total salaries and benefits, the adjustment perceages, and the special education
eligible salaries and benefits(See example on page 3Blease note that for employees
charged to federal grant funds the adjustment mishade in the accounting records.

See page 55 for the federal requirements.

If the school district chooses to use the spreadsdgproach, the department recommends using
the spreadsheet already developed for salary réiedion for special education expenditure
report audits. Using the salary reconciliation sgiheet will save time and mean that part of the
work of preparing for an audit will already doneald the district be selected for audit. Please
feel free to contact Lynne Carpenter for a tempiditthis spreadsheet at 828-0561 or

lynne.carpenter@state.vt.us
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SAMPLE SALARY AND BENEFIT RECONCILIATION

CALCULATION OF SALARY AND BENEFITS BASED UPON REVIE W OF STAFF DOCUMENTATION

1000-100  DIRECT INSTRUCTION
SPED Salary
Charged to Total Total Total Benefits
SPED % Based SEER based Employer Employer Emplo yer OTHER Employer  charged to SEER
*Total On Staff On Staff Share Paid Health Paid PLEASE Paid based on Staff
NAME Assignment or Title Salary Documentation Documentation FICA Insurance D ental Unemp. EXPLAIN Benefits Documentation

Teresa Smith Integration Facilitator 51,000.00 0.50 10,000.00 765.00 12,000.00 650.00 24.00 13,439.00 6,719.50
Jan Jones Resource Room Teacher 45,000.00 0.32 3,840.00 293.76 5,900.00 650.00 14.40 6,858.16 2,194.61
Joseph Jones | Resource Room Teacher 47,000.00 0.90 32,400.00 2,478.60 5,900.00 650.00 43.20 9,071.80 8,164.62
Andrea Apple | Consulting Teacher 55,000.00 0.80 28,000.00 2,142.00 12,500.00 650.00 42.00 15,334.00 12,267.20
Berry Fine Para — Student ### 16,000.00 0.60 1,800.00 137.70 3,800.00 650.00 3.60 4,591.30 2,754.78
Penny Frame | Behavior Spec. Para 19,000.00 0.57 3,990.00 305.24 12,000.00 650.00 8.40 12,963.64 7,389.27

80,030.00 39,489.98
*This is total salary for each person from all sour ces, regular education, special education, Title, e  tc.
FUNDING SOURCES OF TOTAL
SALARIES

*Total IDEA B OTHER *Total
NAME Assignment or Title Salary LOCAL IDEA B PRESCHOOL TITLE EXPLAIN Salary

Teresa Smith Integration Facilitator 20,000.00 5,000.00 5,000.00 3,000.00 7,000.00 20,000.00
Jan Jones Resource Room Teacher 12,000.00 4,000.00 8,000.00 12,000.00
Joseph Jones | Resource Room Teacher 36,000.00 36,000.00 36,000.00
Andrea Apple | Consulting Teacher 35,000.00 35,000.00 35,000.00
Berry Fine Para — Student ### 3,000.00 3,000.00 3,000.00
Penny Frame Behavior Spec. Para 7,000.00 3,500.00 3,500.00 7,000.00

NOTE: For the 1000 function codes, the expenditure
This schedule should be used for all other salaries
with other object codes so there will not be an exa

s on the reconciliation should match the final Spec
charged to the SEER, i.e. 2100-2700. For these fun ction codes, the salaries and benefits are combined
ct match to the SEER but the general ledger printou
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VI. Retention of Staff Documentation Materials andIEPs for State Funding

The Department is recommending that the staff d@ruation materials generated for State
funding be retained for three years after the dritlefiscal year to which they pertain. Also the
IEPs for students who have moved to other schaticlis should be available for the auditors to
review. If the IEP information is not maintaine@&tonically, the copies of the IEPs that were
in place while the student was in the supervisarpmn should be kept when the records are sent

on to the new school district.

VII. Special Education Tuition or Per Pupil Costs br Special Education Programs

Another significant cost of special education is tlost of tuition to special education programs.
The costs allowable for State funding formula raumsement under VSBE Rule 2366.2.1 relate
only to K-12 students and must be required by thiel's IEP or pursuant to a settlement

agreement and are as follows:

(e) The portion of non-collaborative tuition of special education programs and excess
costs charged by public schools which relate to allowable costs;

(f) The collaborative tuition for special education programs charged by public LEAS;

(g) Tuition and all reasonable and necessary costs of placement, as defined in Rule
2366.2.5, excluding any general education tuition in an independent school approved
for the purpose of providing special education in accordance with 16 V.S.A.

§2958(e) and Rule 2228, et seq.

Vermont school districts and independent schoatsogeerate special education programs and
charge tuition to school districts sending studémthose programs. Independent schools in
Vermont need to be approved by the Vermont Stasedof Education under VSBE Rule 2228
in order to provide special education services. State Board approval is limited to serving
specific categories of disability. For out-of-statdependent schools, the requirement is that “it
must be approved by the host state for the purpbpeoviding special education and related
services to children within that state.” There @néy two circumstances under which Vermont
school districts are allowed to pay for tuitionndependent schools that are not approved for
special education: (1) under an order from a couftom a due process hearing pursuant to
VSBE Rule 2365.1.6 requiring such a payment an@uf2pproved exception by the

Commissioner in an independent school pursuantSBE/Rule 2228.2(2).
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Tuition is a charge for a package of the speciatation services provided to a group of
students for a significant portion of the day (Ulyuat least half of a school day) which includes
instruction in the core academic areas. Theresegparate provision under (c) of the same statute
allowing districts to charge for “excess special@tion costs” beyond those covered by tuition.
An excess cost charge is for services that ara fesser period of time, is usually either an
individual service or a smaller group of servicad amay be provided individually or to a group
of students.

There is some confusion on what is considered ei@peducation program. A special education
program is a package of specialized instructionratated services that are provided to students
required by the students’ IEPs. Specialized insitmameeds to be provided by licensed special
educators. If instruction is provided by both speeducators and regular educators, then the
tuition rate needs to be divided between the regdacation portion (Program 100, Regular
Education) and the special education portion (Rnog211, Special Education Eligible for
Reimbursement or Program 212, Special Educatidigibke for Reimbursement) even if all the
students being served are IEP students. Also thiest’'s IEP needs to specifically list the
components of the program that are required asadpstucation services in order for the special

education tuition portion to be eligible for spé@ducation formula reimbursement.

A. Types of Special Education Tuition Programs

1. Collaborative Program

Supervisory unions may jointly operate programseuradcollaborative (16 V.S.A. 8267)
agreement. There are some specific requirementofiaborative programs under VSBE Rule
2366.6. The reimbursement for collaborative progrérallowed for the total tuition charge as
long as the overhead costs do not exceed 20% obtdleprogram cost. (See VSBE Rules
2366.2.1(f) and 2366.2.6(2)). The accounting fookaborative program should be done
through an enterprise fund (Program code 940, &pEducation Collaborative).

2. Non-Collaborative Program

A school district may operate programs necessartheeducation of its students. This may
include special education programs which it maygaauition for to other school districts that
send students. Although the program costs maydechon-allowable costs such as building
related costs, only the portion of the tuition tielg to allowable special education costs can be
claimed for funding formula reimbursement. Whenidui is announced or charged, the
percentage of cost that relates to allowable spedizcation cost must be shown on the
announcement or the invoice.
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3. Independent School Day Programs

Independent schools in Vermont need to be apprbydte Vermont State Board of Education
under VSBE Rule 2228 in order to provide speciaication services. The State Board approval
is limited to serving specific categories of didigjni For out-of-state independent schools, the
requirement is that “it must be approved by the Btate for the purpose of providing special
education and related services to children withat state.” Independent schools in Vermont
must submit annually the rates it proposes to éhrgspecial education tuition to the
Department of Education under VSBE Rule 2228.7.

4. Independent School Residential Placements

Residential placement is defined by 16 V.S.A. 82@)2as follows:
"Residential placement” means the placement ofigible child, as part of an
individualized education plan, in a 24-hour restddracility within or outside
Vermont which provides educational services coastistith the child's plan.

School districts are required to provide noticéh® Department of Education under 16 V.S.A.
§2958 of potential residential placements and &rthe State funding to approved residential
facilities. The residential review process is ceekein VSBE Rule 2366.9.2.1. The payment
process for tuition for residential placementis same as for other tuitions with the one
addition of the residential review process. Theufaito follow the rules concerning the
residential review process could result in the fsState formula funding for the cost of a
residential placement.

A residential placement required by an IEP is omams of providing a free appropriate public
education (FAPE) which means that it is providepudilic expense without charge. However,
what the school district is required to providspgcial education and related services as well as
costs that are necessary to provide those seniibésdoes not mean that school districts are
required to pay each and every charge that maylled by a residential facility. For example,
charges for medical services are the responsilofitie student’s parents. Also charges that are
not essential to the student’s education programlegitimately be charges that the parents
would pay such as clothing, allowance, and extea fer recreation options.

B. Reviewing and Tracking Tuition Payments by Pagi(Sending) School District
School districts need to have a system for revigwand tracking the tuition payments that they
make especially for special education services.firsereview should be to determine if all the
required information is on the invoice submitteéskles the vendor information and invoice
date, each charge on a tuition invoice should ohelu

1) Name of the student that each charge relates to

2) Period covered by the invoice with actual beginrandg ending dates,

3) Name of the tuition program,

4) Rate for the program and amount being billed arsistfar pro-rating if appropriate, and

5) The percentage of the cost being billed that reltdeallowable special education cost for

tuition to non-collaborative programs operated bl schools.
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It is important that the tuition (and excess spemication cost) invoices are reviewed by

someone who has knowledge of the special educplamements and access to students’ IEPs.

The person coding the invoices needs to assureltbwing:

1) The school district paying the bill is responsitiethe student’s cost because they are
resident students or State-Placed in that district,

2) The services were actually provided to the student,

3) The dates of services are accurate for that student

4) The services provided through the program are redquoy the student’s IEP that covers
the period being billed (otherwise not an allowadpecial education cost),

5) The rate being billed is the correct rate for thegpam the student attends and does not
exceed the announced rate, and

6) The amount being billed has been correctly caledlat

The three object codes used for tuition are:

Object Code Description
561 Tuition to VT Public Schools
564 Tuition to Out-of-State Independent and PuBtibools
566 Tuition to VT Independent Schools

The department recommends that school districeter@ record of the payments made for
tuition (and excess cost) by student. This typgystem can ensure that duplicate payments are
not made for the same student for the same progratifferent programs for the same period of
time. The tracking system for a fiscal year carude the student’'s name, placement, and each
payment made relating to that student’s placen¥ér.payment information should include
invoice date, period covered by the invoice, appdorate, amount paid and date paid. Any
payments for regular education tuition should iatkche difference in coding. This can be
summarized at the end of the fiscal year and usedrify the amount charged on the final
Special Education Expenditure Report as speciatachn tuition.

The following shows an example of a spreadsheet tesrack tuition and excess cost:

Student Placement Invoice Service Period Rate for | Amount | Date Paid | Codes
Date Billed Billed Service | Paid
Tom Project 10/07/11 Sped 08/29/11- | $59,580 | $14,895| 11/04/11 211-
Jones SOAR Tuition 10/21/11 | year 566
Tom Project 10/07/11 Speech 08/29/11} $4,800 | $1,200 11/04/11 211-
Jones SOAR 10/21/11 | year 595
Bob BFA 09/06/11 Reg. Ed. | 08/29/11- | $13,400| $6,700 09/15/11 100-
Smith Tuition 1/20/12 year 561
Bob BFA 11/04/11 Individual | 08/29/11- | $13.50/ | $5,346 12/01/11 211-
Smith Aide-5.5 | 10/21/11 | hr + 594
hours/day benefits
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C. Procedures for School Districts/Supervisory 0ns Relating to Tuition Charges for
Special Education Programs They Operate

1. Announced Tuition Rate

Under subsection (b) of 16 V.S.A. 8826, schoolrititd and independent schools meeting the
school quality standards are required to annoumsie tuition rates for the upcoming year on or
before January 15 The department provides a template for developisgecial education
tuition rate for public school programs. The pracesolves developing, for the upcoming
school year, a budget and an estimated studentwFiDEwill receive services from the program.
The budget of the program includes the estimatstsdor the staff that will provide

instructional services that are part of the prograhis will include the salary and benefits for
staff for the portion of time they provide prograervices. The budget will also include the cost
of related services that will be provided as pathe program.

The district or supervisory union offering the prag needs to decide which related services are
part of the program and are covered by the tuitade@ and which will be billed separately as
excess special education cost. This usually depemdé®w integral the related services are to the
program and whether the related services are edjby all or almost all of the students in the
program. For whatever related services are coraideart of the program, the estimated cost of
providing those services is part of the programgeud

Overhead which are generally unallowable costédaitities and general administration can be
added to the estimated cost. For non-collaboratiegrams, these will be reflected in the portion
of tuition that is ineligible for State special edtion funding. For collaborative programs, these
non-direct program costs are eligible for Stategp@ducation funding if they do not represent
more than 20% of the total program costs. The astibuted to the program need to be based
on specific cost allocation principles unless tbsts relate solely to the program. If the program
is housed in a separate building for which remal, then the program cost would include the
rent and other building related costs such asratégt fuel oil, and janitorial services. If the
program is housed in a school owned building aeddiktrict wants to include the building cost
in the tuition, then the costs attributed to thegoam for heat, lights, etc. need to be prorated
based on square footage.

Once the total program costs have been calcultted;osts need to be divided between the
amounts that are allowable special education @sison-allowable or regular education costs.
The non-allowable costs can not be charged to apeducation except that collaborative
programs can include the overhead costs up to Zafe dotal program costs. The receiving
(billing) district needs to clearly indicate on gidl/oices for non-collaborative tuition the
percentage that relates to non-allowable costanelgular education costs.

The total program cost needs to be divided by e &f students who will participate in the
program to calculate the estimated per pupil toitate for a full-time student. All students
participating in the program should be includethie FTE count. The number of students as
well as the portion of the school day that they ladikely be in the program needs to be
estimated for the FTE count. The total FTE of thegpam is calculated by adding up the portion
of the day for each student who is expected talitka program. For example, if the program
was expected to have four students full-time awel $tudents half-time, then the total FTE
would be 6.5 students.
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The announced special education tuition rate isutatled by dividing the program cost by the
FTE of the students. It is important to remembat the tuition rate announced is the maximum
that can be charged for the program. The rate ltlaarged can be less than announced rate
but can not be greater than the announced ratalFaoon-collaborative programs, the
percentage of the total cost that relates to spedisation eligible costs needs to be shown in
the tuition announcement. This is not necessargdbtiaborative tuitions as long as the portion
of the program costs for overhead cost is 20%3s¥. le

Since the rate can vary significantly based orstbhdent count, it is important to announce a rate
that will cover the cost if there is a possibilibat the student count could be reduced. The
tuition rate is announced under 16 V.S.A. 8826 Tag tuition announcement needs to include a
description of the services to be provided for gagram and the rate for the upcoming school
year. It should also state whether the prograncisilaborative program or non-collaborative.

For non-collaborative programs, the announcememildtinclude the percentage of the costs
that are ineligible for State special educatiording.

2. Tracking Requirements for Special Education Tuiton Programs

A school district, supervisory union or independsetiool that operates a special education
program for which tuition is charged needs to triekcosts of the program. For collaborative
programs, VSBE Rule 2366.6.2 requires specifidiift an enterprise fund be used for tracking
the expenditures of a collaborative program. Far-callaborative programs, the school district
operating the program can use separate accouns gothen their general fund for tracking.

A school district, supervisory union or independsetiool that operates a special education
program for which it charges tuition also needstontain a record of the students participating
in the program. For each school year, the recostuafents needs to include the date each
student entered the program and the date theydetkigeprogram as well as the portion of the
time that they are in the program. It should alsbidate the name of the school district that is
responsible for providing their education (sendsofool district).

3. Calculating Tuition Rate Based on Actual Costsrad Students

The school district or supervisory union operatimg program needs to verify toward the end of
the year that the tuition rate is the actual r&eRI'E for the program for the school year. The
percentage of allowable special education costradeals to be recalculated toward the end of
the year based on actual cost. The documentatmnisg the final calculations needs to be
maintained as backup information for the final SgiEducation Expenditure Reports for the
year and may be reviewed by auditors. It is betafrecalculation can be done prior to the final
invoices being sent out. If the tuition rate was cunfirmed prior to the final invoices being
sent, any adjustments to invoices for the year ned& done as soon as possible after the end of
the yearlt is important that final information is provided a timely manner so that all school
districts can report the final amount of specialedtion tuition expenditures and revenue when
preparigg the final Special Education ExpendituepBrts on August®ifor the year ending

June 30.

4. Tuition Invoices for Special Education Programs

The school district, supervisory union or entitgid@ated to do billing for a collaborative
program needs to prepare invoices to the sendimgosdistricts for the cost of students being
served by the special education program. The irveiould clearly identify:
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1) Name of the student each charge relates to,

2) Period covered by each charge with beginning adthgrdates,
3) Name of the tuition program,

4) Rate for the program,
5) The amount being billed including basis for prafrgtif appropriate, and

6) The percentage of the cost being billed that reladeallowable special education cost for

non-collaborative programs.

D. Examples of Special Education Program Budgets

Below are two examples of alternative programs skeate special education students. The first

one is a “pure” special education program whilegeeond one is a mixed program.

# 1 — Special Education Program with Special Edwweaftaff serving only special education

students

The first example shows a hypothetical special atloe program that provides special

education services as well as job placements amdseting services for the students who attend.

This program has only special education studemisepl in accordance with their IEPs. The
tuition includes transportation to and from the pthcement but transportation to and from
school is the sending school district’s responigybil

Function Object Code Budget
Code Description for Expenditures Amount
Instruction Services Detalil
1000 100 Special Educator/Program Director — Jacks $62,340
1000 100 Special Educator — Mandy Morris $35,640
1000 100 Special Educator — Tim Thomas $42,660
1000 100 Substitutes $2,300
1000 200 Benefits $52,850
1000 500 Staff travel reimbursement $1,100
1000 600 Instructional Materials $3,200
Related Service Detall
2140 100 Behavioral Specialist — Brian Barrows 600,
2140 100 Behavioral Assistant for Job Placemenirious $22,000
2140 200 Benefits $17,000
2140 300 Contract psychological services $25,000
2700 500 Transportation to job sites $4,000
Building Related Cost Detall
2600 440 Rental of Space $22,000
2600 410 Utilities $13,000
2600 420 Janitorial Services $6,000
Total Estimated Program Costs $331,99(

Estimated Student Enroliment:

10 Full-time students 10

6 ¥ time students 3

Total Estimated Student FTE 13

Estimated Tuition Rate for Full-time Student $25,538
Please note that the school district might choosthounce tuition somewhat higher than the rate
calculated if they are unsure that the studentlieneat will actually be the 16 students or 13 stude
FTEs. The announced rate is the maximum that ao$clistrict can charge.

The final information that needs to be calculatethe percentage that relates to eligible cost.
For collaborative programs, the whole tuition reé@ be considered eligible for formula
reimbursement as long as the percentage of cadsthmeligible is 20% or less of the total
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program costs. For non-collaborative programspfdaihe tuition invoices need to clearly state
the percentage that is eligible for formula reingament. The following shows the calculation
for the program shown above.

- Amount

Function Code Amount Eligible Cost Ineligible Cost Total

1000 $199,99¢ $0 $199,990
2140 $87,000 $0 $87,000
2700 $4,000 $0 $4,000
2600 $0 $41,000 $41,000
Program Total $290,990D $41,000 $331,990
Estimated % of Tuition Considered Eligible 87.7%

The calculations should be redone at the end of¢heto ensure that:

1) The tuition rate charged does not exceed the aptrghupil cost for a full-time student

and

2) The percentage of eligible cost is based on theahcbst for the year.
If the final billing for the year has already bedone when these calculations are made, the
receiving school district needs to send a finabioe to the sending school districts to provide
them with the amount of any adjustments for the ged the final eligible percentage for that
year’s tuition charge.

For this example, we will assume that the aboveuwantsorepresented the calculations based on
the actual cost and student counts for the year.rébeiving school district charges tuition to the
sending school districts but does not bill itself the students from its own district. The
receiving school district would split the prograostbetween the eligible and ineligible columns
and the tuition revenue would be split by the sgereentage. This would leave the portion of
eligible costs that covered the district’'s own stuis in the eligible column so that these costs
would be receiving formula reimbursement.

The sending school district would be able to cl8ifi7% of the tuition that they paid as eligible
and report the balance as ineligible on the Spé&alakation Expenditure Report.
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#2 — Alternative Program with Special Education &ehular Education Staff serving a
combination of Special Education and Reqular Edoca$tudents

The second example below shows an alternative anogrhich has both regular education and
special education staff and students placed inrdeocae with their IEPs as well as students
placed based on their 504 plans.

Function Object Budget Amount
Code Code Description for Expenditures
Instruction Services Detail
1000 100 Special Educator/Program Director — Jaoks $62,340
1000 200 Benefits for Jack Jones $13,540
1000 100 Aide for Behavioral support $22,000
1000 100 Substitutes for Aide $4,000
1000 200 Benefits for Aide $17,000
1000 500 Staff travel reimbursement $1,100
1000 100 Regular Educator — Mandy Morris $35,640
1000 100 Regular Educator — Tim Thomas $42,660
1000 100 Substitutes for Regular Educators $2,300
1000 200 Benefits $39,310
1000 600 Instructional Materials $3,200
Related Service Detail
2140 100 Behavioral Specialist — Brian Barrows 608,
2140 300 Contract psychological services $25,000
Building Related Cost Detall
2600 440 Rental of Space $22,000
2600 410 Utilities $13,000
2600 420 Janitorial Services $6,000
Total Estimated Program Costs $331,99(
Estimated Student Enrollment:
IEP 504 Type of students Total
8 2 Full-time 10
2 4 ¥ time students 3
Total Estimated Student FTE 13
Estimated Tuition Rate for Full-time Student $25,538
% of Program Enrollment Relating to Special Educaton
(Calculated by dividing the FTE of special educatitudents in the program to 69%
the total student FTE count for the program.)
Please note that the school district might chooshounce tuition somewhat higher than the rate
calculated if they are unsure that the studentliemeat will actually be the 16 students or 13 stude
FTEs. The announced rate is the maximum that aosclstrict can charge.
The final information that needs to be calculatethe percentage that relates to special
education eligible cost, regular education costiaetigible cost.
Amount Eligible Amount Regular Ed.| Amount Ineligible
Function Code Special Ed. Cost Cost Cost Total
1000 $119,98¢ $123,010 $0 $242,990
2140 $48,000 $( $0 $48,000
2600 $0 $0 $41,000 $41,000
Program Total $167,98 $123,010 $41,000 $331,990
Breakdown by 50.6% 37.1% 12.3%
Category
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The calculations should be redone at the end of¢heto ensure that:

1) The tuition rate charged does not exceed the aptrghupil cost for a full-time student

and

2) The percentage split in the program is based oac¢hel cost for the year.
If the final billing for the year has already bedone when these calculations are made, the
receiving school district needs to send a finabioe to the sending school district to provide
them with the amount of any adjustments for the ged the final percentages that apply to the
tuition paid.

For this example, we will assume that the aboveuwanrtsorepresent the calculations based on the
actual cost and student counts for the year. Téevimmg school district charges tuition to the
sending school districts but does not bill itself the students from its own district. The
receiving school district would report on their Sja& Education Expenditure Report 69% (based
on the portion of the cost that relates to IEP ettis) of theeligible special education costs for
the program as only that portion relates to praxgdervices to special education students. The
reported eligible costs for the program would b2,%886 (69% of $119,980) for instructional
costs and $33,120 (69% of $48,000) for relatedisesv The school district may include 69% of
the ineligible cost if they choose. For tuition eeue they would only report 50.6% (based on the
cost breakdown between special education vs. regdlacation vs. ineligible cost) of the tuition
received for students placed based on their IER® (eceiving school district would not show
the tuition revenue for the 504 students.)

The sending school district would report as eligitlition 50.6% of the tuition charged for the
students placed in the program in accordance Wwéh tEPs as eligible cost on their Special
Education Expenditure Report. They would not repast cost for 504 students as that cost is
not a special education cost.

E. Allowed Overhead Costs for Special Education fiam Programs

A special education program budget may include dotct costs that are incurred specifically
for the program such as program staff salary amefite and instructional materials used in the
program and indirect or overhead costs. The intloeoverhead costs are allowed to be charged
to the sending districts for all special educapoograms but there is a difference in what is
considered an allowable cost for Special Educdmmula funding depending on whether the
cost is a collaborative program or not. For aadmdrative program, 100% of the tuition for the
program is allowable for Special Education Fornfulading as long as all of the instruction
provided is specialized instruction and the ovedhaasts are not more than 20% of the total
program costs. If the program is not a collabweapirogram, then only the portion of the tuition
that relates to eligible cost is allowable for SpeEducation Formula funding. The decision on
whether to include indirect or overhead costs tait#on rate is the receiving school districts
choice.

In addition to the direct program cost, the progsare allowed to charge indirect or overhead
costs that benefit the program or students in thgrmam. If the costs relating to certain functions
are charged as direct program costs, then the gmogQudget can not also be charged for those
same services as overhead costs. For exampléepiftae building related costs are charged as
direct costs, no allocation would be allowed fob@®lant services for the program. Also if
certain costs are charged to federal funds, thesetlbosts can not be included in the program
budget. If all speech services in a school distiie charged to federal funds, then those services
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could not be included in the tuition calculationthgt school district even if the program
included speech services.

As part of the Announced Tuition process, ther@wgorksheet for calculating Special Education
Tuition rates. There are specific rates establigisedefaults in Handbook Il by function code as
shown below.

Function Code | Function Code Description Allocativette
2100’'s Student support services ADM Rate
2200’s Instructional staff support FTE Rate
2300’'s General administration COST Rate
2400’s School administration COST Rate
2520’s Business services ADM Rate
2600’s Plant-operation & maintenance  BUILD. Rate
2900’s Other support services COST Rate

The formulae for calculating these rates are shioglow. In these rate calculations, the count
relating to the specific program is divided by tbtal count benefiting from the service which
includes the count for the collaborative program.

ADM for Special Education Program

ADM Rate Total ADM

Direct Program Cost for this Program
COST Rate Total of All Direct Program Costs
ETE Rate FTE Teaching Staff for this Program

Total FTE Teaching Staff
Square Feet of Instructional Space for Program
Total Square Feet of Instruction Space

BUILDING Rate

The final step is to do the actual calculation dase the undistributed cost for each category
times the rate to calculate the amount that isiohedl in the collaborative budget as overhead
costs.

Example #1 Allocation of Business Service Cost@oléaborative

If the business functions of a collaborative prograere all handled by the host supervisory
union, then the host supervisory union could inelad overhead charge for business services in
the collaborative budget. First the rate would dlewated based on the direct program costs of
the collaborative program divided by the total dinerogram costs handled by the supervisory
union’s business function. The rate would be aplgicethe direct program cost of the
collaborative to determine what portion could beered by the collaborative program.

Description Amount
Collaborative Program — Direct Cost $331,990
Total Direct Cost for Supervisory Union Entities ,5$89,230
COST Rate 7.23%
Business Service Cost (Undistributed) $230,365
Overhead cost for Collaborative for Business Sewic $16,655
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Example #2 Allocation of Principal’s Office for Qatborative

If the collaborative program is located on the grgiof the school district and the principal
oversees the program administratively, then a @omif the costs for the principal’s office could
be allocated to the program as an overhead cast.tRe rate would be calculated based on the
FTE of the teachers in the collaborative prograrthéototal number of teachers under the
principal’s supervision. The rate would be appliedhe cost of the principal’s office.

Description Amount
Collaborative Program — FTE Teaching Staff 3.0
Total School District — FTE Teaching Staff 35.3
FTE Rate 8.5%
Principal’s Office Cost (Undistributed) $190,605
Overhead cost for Collaborative for Principal’s

Services $16,201

These examples happen to use collaborative progaartieese programs almost always include
indirect or overhead calculations while many ofr@grams do not.

Concepts for Applying Overhead Rates
There are a number of concepts to keep in mind wignding overhead costs in special
education program budgets. Some of these are:

v

Only costs that reflect services provided to thed program or to the students in
the tuition program can be charged as an overhezd.c

The services charged to the tuition program mugtrogided to students and must be
available to all students in the program regardle$svhether or not they are
residents of the host school district or host su@ry union.

The service can not be charged as both a diredtand indirect cost.

If a portion of the costs are directly charged, ttusts charged as overhead must be
the specific costs that were not included in thhedicharges.

Costs charged to federal grants can not be chaagepart of a special education
tuition.

The cost allocation must be based on actual coatsen the program budget is being
developed, it will be based on estimates. Howef/drere are any significant
changes, the calculation should be redone to refletual expenditures and counts.
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VIIl. Special Education Excess Cost

Vermont school districts and independent schogis@jed to provide special education services
can charge excess special education cost undezdidrs(c) of 16 V.S.A. 8826 which reads as
follows:

(c) Excess special education costs incurred by asttict in providing special

education services beyond those covered by tuitionay be charged to the

pupil's district of residence. However, only actuatosts or actual proportionate

costs attributable to the student may be charged.

Under (d) of the same statute, the State Boarelgsired to establish rules “relating to the
methods and times of calculating excess charges.”

A school district or independent school may chaxygess special education cost to sending
school districts for non-resident students if thedent is receiving IEP services which are not
included in a tuition charge. Also under 16 V.S1422(g), a school district may charge for the
special education services provided to a studentigbeing educated outside his/her district of
residence based on a school choice agreement.£oesial education costs may also be
charged by Technical Centers for special educatovices provided to students that are not part
of their tuition rate. The key element is that therge is for a special education service which
means that it must be listed in the service sedfanstudent’s IEP and be provided by
appropriately credentialed staff.

An excess cost charge may be for any special edacsgrvice but applies only to kindergarten
through 13' grade services. Charges for preschool specialagiducservices should be
considered contracted services instead of tuitrmhexcess cost.

Any charge for K-12 special education servicesithviidual students, other than a special
education tuition, by a school district or indepemntischool falls into the category of excess
special education cost. Excess cost may be forvicegorovided to one student such as an
individual aide. It may be for services providedytoups of students or to a mixture of

individual and group services such as for speechcss often provided individually and to
groups during the course of a school day. It mafoba package of services such as specialized
instruction and speech services as “mainstreamadpastcation services”.

A. Excess Cost Procedural Requirements

VSBE Rule 2366.6.4 sets out requirements for chgrgkcess special education costs. The first
requirement is thainly allowable special education costas defined by VSBE Rule 2366.2 can
be included in the calculation of excess cost. Thdifferent from tuition calculation which
allows the inclusion of unallowable special edumattost such as building cost but requires that
the invoices identify the percentage that is elggiblo ineligible costs can be included in the
cost used for the excess special education casilaéibn — the calculation can only include the
special education allowable cost for providing $pecialized instruction and related services.

VSBE Rule 2366.6.4 requires notification to thedieg school district that will be paying for
the service prior to the commencement of the servibis requires the receiving school district
to provide notice so that (1) the sending schostridi can plan on the expense and (2) the
sending school district can decide if there is aemwmst effective way to provide the service.
Prior to the rule being adopted, there had bedamess when the receiving school district did
not notify the sending school district prior to demg an end-of-year bill. The rule requires that
receiving school districts that accept tuition €tois$ or school choice students provide
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notification of the proposed excess costs for ftiong special education services to those
students at the beginning of the school year. Mdbc students who enroll later in the school
year would be sent within a week or so after theeatt enrolls.

The notification is required to include:
1) Student’s name,
2) Service being provided along with the amount o¥iserbeing provided,
3) Rate or fee that will be charged for the service a
4) Billing schedule that the receiving school distigl use.

B. Calculation of Excess Cost

The statutory language establishes the basic cotitapexcess cost charges need to be the
actual costs of providing the service to the stad&ne statute does allow for charging
proportionate costs i.e., the cost of a speciatation service prorated based on the number of
students. VSBE Rule 2366.4 states:

(c) Excess cost shall be calculated based on toalamsts attributable to the
child or the proportionate costs in accordance Widmdbook for Financial
Accounting of Vermont School Systems accounting @st allocation
procedures

Both the rule and the statutory language leave datitede in how a school district calculates
excess cost. Also there are a variety of waysdatiadol districts bundle their special education
costs to charge to other districts. It is importatt districts use a valid method using the cbst o
special education services and the students regeiliobse services. Since many special
education service providers may also provide sesvio students who do not have an IEP or
whose IEP does not require that service, it is irigmb that the calculation either include all
students receiving the service or that the poriotihe costs relating to non-special education
services is eliminated from the calculation.

There are two methods for calculating excess spedigation costs to eliminate the cost of
non-lEP services. The two methods are detailedhbelbe examples use speech services
provided by a Speech Language Pathologist asdistad SLP assistant serving both K-12
special education students and non-special educstiiments.

Method 1 — Use the total cost of the services and the tataiber of students provided
service.

Costs for Speech Services for Current Year: Amount
Salary for SLP and SLPA $79,000.00
Benefits for SLP and SLPA $25,900.00
Instructional materials $2,100.00

Total Cost for Speech Services $107,000.00

Count of all Students provided speech 50

services by providers

Average Speech Cost per Student $2,140/studegnt
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Method 2 — Use only the portion of costs related to prawgdihe services to students as
required by their IEPs and the count of those sttsdeeceiving the service pursuant to
their IEPs.

Costs for Speech Services for Current Yeatr: Amount
Salary for SLP and SLPA $79,000.00
Benefits for SLP and SLPA $25,900.00
Instructional materials $2,100.00

Total Cost for Speech Services $107,000.00

% of time spent providing K-12 IEP
. ) ) . 86%

driven special education services
Cost of Speech Services for K-12 Students $92,020.00
receiving services based on their IEPs
Number of K-12 Students provided

. : 40

IEP speech services by providers
Average IEP Speech Cost per K-12 Student $2,30aatu

There is a benefit to using method number 2 ifsttuelents receiving the service based on IEPs
are generally receiving a greater amount of sesvilsan other students being served. However it
can be difficult to calculate the amount of timespproviding K-12 special education services

if the services are being provided in groups iniclgdpecial education students receiving IEP
services along with students receiving service®foer reasons.

Once the excess cost rates are calculated forusaservices for the year, the notices can be sent
by the receiving school district. The rates fonvgars such as an individual aide can be the actual
salary and benefits paid to the employee(s) toigeothe service. The notice should indicate the
estimated rate of pay for the staff members perifogrthe service and estimated benefits for the
year. It is important to provide the sending schaistrict with as accurate information as

possible about the cost of the special educationces for which they will be billed.

C. Confirming Rates Used Reflect Actual Costs

In order to provide notice to sending school distras services are commencing, the receiving
district is often using rates based on estimatatscand estimated student couBtsfore the

final invoices for the year are prepared, the reeig school district should confirm that the
rates that they estimated early in the school yaee still accurate.This simply means that the
calculation is redone using actual informationrdormation that is very close to actual. The
actual calculation needs to take into account eeame number of students that received the
service as well as the portion of the year thay tleeeived the service. The receiving school
district should keep track of the students thatraceiving the services as well as the portion of
the year each student received the service.
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D. Excess Cost Charges Exclude Costs Paid by Fedeuading

A receiving school district can not charge coststteer school districts that it paid from federal
funds. If the receiving school district had chargjeel portion of the staff cost relating to K-12
special education services ($92,020 in exampleo2etto their IDEA-B grant funds, they could
not charge any excess cost to sending schoolalsstar those services. If the receiving school
district had charged a portion of the SLP and SicBst in the example above to IDEA-B funds,
then they could only bill as excess cost the portiballowable K-12 costs not covered by
federal funds.

E. Invoices for Excess Special Education Cost
The receiving school district needs to invoicegbading school districts for excess special
education cost. The invoices should be sent bas¢keoschedule in the excess cost
notifications. Each invoice should clearly ident&#gch amount showing:

1) Name of the student that the charge is for,

2) Period covered by the invoice with beginning andieg dates,

3) Each service or service package being billed,

4) Rate for each service or service package, and

5) The amount being billed for each service or serpmekage.

If a school district receiving an excess cost ineajuestions that the amount relates to the actual
cost or the actual proportionate cost, the begtigeais to provide them with a copy of the
calculations. If the rate is a proportionate citsthay be that the sending district has only one
student and the one student has a relatively samadlunt of service compared to other students.
For example, the student only receives speechcesrwvice a week in a group with two other
students instead of receiving any 1:1 service.ddpartment encourages school districts to
discuss these issues and come up with a reasa@bten using the statutory language as a
guide.

F. Reviewing and Tracking Excess Special Educati@Gonst Payments by Sending (Paying)
School Districts
School districts need to have a system of reviewaimdjtracking the excess cost (and tuition)
payments that they make for special education stasd&he first review should be to determine
if the invoice has all the required information.sikes the vendor information and invoice date,
each charge for an excess special education cogtdsimclude:

1) Name of the student that each charge relates to,

2) Period covered by the invoice with beginning andileg dates of service,

3) Description of what is being billed including thergice(s) being provided, and

4) Charge for each service.

It is important that the excess special educatast mvoices are reviewed by someone who has
knowledge of the special education placements aoesa to the students’ IEPs. There needs to
be a system in place to check each of the folloveigre the payment is approved:
1) The school district paying the invoice is respolesfbr the student’s cost because they
are resident students or State-Placed in the distri
2) The services were actually provided to the student,
3) The dates of service are accurate for the student,
4) The services provided are required by the studéBPsthat covers the period being
billed and are not part of a tuition charge,
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5) The rates used for the billing are consistent Withnotice of excess special education
costs, and
6) The amounts billed are correctly computed.

The two object codes used for special educatiorsxcost are:

Object Code | Description
594 Special Education Excess Cost to VT Public 8ksho
595 Special Education Excess Cost to IndependenQart-of-State
Schools

The department recommends that school districegter@ record of the payments made for
excess cost (and tuition) by student. This typgystem can ensure that duplicate payments are
not made for the same student for the same pefibohe. The tracking system for a fiscal year
should include the student’'s name, placement, anld payment relating to that student’s
placement. The payment information should incldgeitvoice date, period covered by the
invoice, approved rate, amount paid and date paigl.payments coded to regular education
should be indicated by the difference in codin@cking could be done using an Excel
spreadsheet which allows for sorting the informatiy different columns. This can be
summarized at the end of the year and used toybefamount charged on the final Special
Education Expenditure Report as excess cost.

The following shows one spreadsheet layout fokirartuition and excess costs.

Student Placement Invoice Service Period Rate for | Amount | Date Paid | Code
Date Billed Billed Service | Paid
Tom Project 10/07/11 Sped 08/29/11- | $59,580 | $14,895| 11/04/11 211-
Jones SOAR Tuition 10/21/11 | year 566
Tom Project 10/07/11 Speech 08/29/11+ $4,800 | $1,200 11/04/11 211-
Jones SOAR 10/21/11 | year 595
Bob BFA 09/06/11 Reg. Ed. | 08/29/11- | $13,400| $6,700 09/15/11 100-
Smith Tuition 1/20/12 year 561
Bob BFA 11/04/11 Individual | 08/29/11- | $13.50/ | $5,346 12/01/11 211-
Smith Aide- 5.5 | 10/21/11 | hr + 594
hours/day benefits

G. Reporting of Excess Special Education Cost Rexeby Receiving School Districts

The excess cost charged to sending school distréeds to be deducted at the bottom of the
Special Education Expenditure Report form. The segnsichool districts that actually pay for the
excess cost are allowed to claim it as an allowebé for formula reimbursement. The

receiving school district must report the reverhs tvas received to offset the expense shown at
the top part of the form. So if a school distrinturred $92,020 for speech services that

gualified as eligible cost but billed other distsi&11,500 for excess special education cost for
speech services, the $11,500 would need to betegbon the “Excess Costs from other LEA’S”
line of the Special Education Expenditure Report.
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IX. Other Special Education Expenditures

The costs incurred other than payroll costs origifilom invoices. It is important that the
invoices contain the information necessary to tyedgocument the service being performed or
the goods being provided. The information neededlécumentation should be provided by the
vendor and only the coding and approval should nedd added by the school district or
supervisory union paying the invoice. If a vendoesl not provide the required information, it is
important that the school district or supervisomyom work with the vendor to ensure that all of
the appropriate information is provided. The schaistrict may want to include their invoicing
requirements in their contracts or as an attachmoethieir purchase orders.

A. Basic Invoice Requirements
All invoices must meet the requirements of a perenanecord so anything prepared in pencil is
not acceptable. Also the following information need be included.

1. Vendor informatiorshould clearly show on the invoice. This incluties complete name

of the vendor and their contact information. If theoice is printed on vendor’s letterhead or
billhead, it should include the vendor’'s name, mgiladdress and telephone number. If the

invoice is printed on plain paper, the invoice ddanclude all of the vendor’s information at
the top of the invoice and it should be signedh®ywtendor or a vendor representative.

2. Invoice dateshould be clearly indicated after the vendor infation.

3. Itemization of services or goods by date of sergrcdelivery dateshould be included in

the body of the invoice. See detail below by typ&woice.
4. Student namei§ the services relate to specific students.
5. Unit costneeds to be shown for each type of service orgood

6. Any added costseed to be clearly indicated along with rate fhlagable. This may

include delivery or miscellaneous fees.

7. Total amount being billedhould be clearly indicated at the bottom of theice.

For any costs to be paid from federal funds, the panents need to be coded directly to those
funds and the person who acts as grant manager ftine federal program should sign off on
the invoice It is not acceptable to pay the cost from genferadls and then transfer the expense
using journal entries, as that does not createaudit &ail. End of the year adjusting/correcting
entries can be done with journal entries but dedadlocumentation needs to show the specific
invoices that are affected by the change in fundimgyce.
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B. Requirements for Invoices from Contracted Ser@iProviders
For invoices for services provided by non-schoopkayees, the itemization for the services
needs to contain the elements listed belbiws information needs to be included by the
vendor on the invoice provided to the school distct.

1. Description of service providetkeds to be indicated. It is important that tegcdiption

used matches with a service listed on the stud#aPdf it is an individual student’s IEP
service. Also it is important that evaluations issted as evaluations and not shown as a
generic term such as psychological services, abablk-up documentation for the school
district is quite different.

2. Dates of serviceeed to be listed on the invoice showing each datthe service was

provided. The only exception is when the same seng delivered to the same student for all
school days; then the beginning and ending datédsegberiod can be shown instead of
listing every school day in the period. Howeveisihot acceptable to use a month or quarter
as the billing period if the student did not accemwices for the whole period. In that case,
the period needs to reflect the actual beginnirdgearding date. For example, if a student is
receiving tutoring daily but the services are endedNovember 18, then the quarterly

invoice should state the specific ending date ofises — i.e., “October 3, 2011 through
November 18, 2011" not “October 1, 2011 through December 31,12"

3. Amount of service provided by dateould show on the invoice if the cost is being

computed based on the amount of time spent praysinvices. If the invoice is for services
for which a flat rate is charged such as an eviaoathe specific amount of time would not
need to be shown on the invoice.

4. Names of students being provided the service ®y/metd to be indicated on the invoice.

The only clear indication that the service was es to specific students is if the vendor
provides that information. It is not acceptablegohool to add students’ names to the
invoices as it does not provide a clear audit.tRi#¢ase note that although the students’
names need to be redacted (deleted) from the inveisubmitted to the school board for
payment, a copy of the original invoice with the stdents’ names must be kept in a
confidential file for audit purposes.

5. Billing rate and amount being billeshould also show on the invoice. This allows the

school district to check that the amount beingedills correctly calculated prior to paying the
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bill. If the service has a flat rate such as foeaaluation, the invoice will only have the

billed amount.

C. Review of Invoices from Contracted Service Praons

All invoices need to be reviewed to ensure thabfthe required information is contained on the
invoice. The invoices for contracted service prev&dneed to be reviewed to determine which, if
any, of the costs listed are for special educaemices. The specific items on the invoice for
special education services need to be reviewedateraure that the specific students being
served are listed and that the service is an IBRcgeor part of a special education evaluation.

This means that someone with access to studer®s hgeds to review and approve the invoices.

The costs need to be reviewed to determine if #ieyappropriately calculated and the coding
needs to be assigned depending on whether thearestsr services for preschool or K-12
students. Also prior to approving an invoice th&meuld be verification that the services were
actually performed. If any of the costs are buddjeteder federal or other grants, then the costs
need to be directly coded to the grant account. #ary-special education costs (including
services to non-special education students ordivices not required by students’ IEPs or
special education evaluation plans) need to becctmlaon-special education sources of funds.
Also any special education preschool costs neéeé early designated as preschool so that
those costs can be appropriately reported on teei8Education Expenditure Report as
“PreSchool”.

D. Travel Reimbursement

For employee mileage reimbursement, the purposieeahileage should be described. If all of
the travel relates to the same function such aglttzetween buildings to provide services in
different locations, then a general description loamsed for the whole mileage claim. If the
travel relates to different functions on differelatys, then the claim needs to state the description

for each day.
If the travel is actually for transporting studeriteen the students being transported needs to be
indicated for each date. Transportation must lbedisn students’ IEPs in order to be considered

eligible for special education formula funding.
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E. Requirements for Other Invoices

All other invoices need to have a clear descriptibwhat is being purchased whether it is
supplies, equipment, training or mileage reimbussanto name just a few. For equipment or
supplies, the invoice needs to show the delivetg.dehere should also be a purchase order that

describes how the items being purchased relateettiad education.

It is important that invoices clearly document wisabeing provided. Each invoice should show
how it relates to special education or special atlan administration. It is acceptable to have
purchase orders provide some of the explanatiotrdoring expenses or supplies. However, any
cost that is eligible only because it is being jted to an individual student in accordance with

his/her IEP must include of the name(s) of the sigestudent(s).
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X. Staff Documentation Requirements for Federal Fods

The staff documentation requirements in Sectich¥l above relate to documentation required
for staff whose salary and benefits are reporteld-a8 eligible cost on the Special Education
Expenditure Reports. There are additional requirgsfor staff charged to federal funds. The
department requested that the federal governmient &ermont school districts to use the time
studies as staff documentation for IDEA-B grantse Tederal government denied the request
stating that the time span was not a sufficiere semple on which to base the year. Therefore,
school districts need to keep the same documenttdrcstaff charged to IDEA-B funds as to
other federal grant fund¥$he documentation required for federal grants doesot replace

the schedules/time studies required to document gtacosts for State formula funding.

The type of federal documentation an employee mwwsiplete depends on whether the
employee is working “for a single federal awardcost objective” (OMB Circular A-87). If the
employee’s time is chargesblely to a federal grant for a single cost objecte, then the staff
documentation could be in the form of a Periodimd&iCertification. However, if any time is
spent on non-special education activities or thpleyee’s time is split between two or more
cost objectives, then he/she must complete Pertdwtieity Reports for the period that his/her
time is charged to the federal grant. PersonnalviégiReports are also used if the staff person is

charged to more than one federal grant or to a&deant and another source of funds.

A. Who Can Complete Periodic Time Certifications
If a special education staff member meets oneefwlo categories below for his/her school
year work, he/she can document time through Peridine Certifications:

1) provide only special education services (no EST##04 or other non-special
education time) and/or special education admirtistndor students ages 3-21 and
paid 100% from IDEA-B Basic grant funds with no pootionate share funds or
Coordinated, Early Intervening Services. The spedacation work can include
co-teaching as long as it falls under the Statandiein under VSBE Rule 2360.3.1
and it can include staff providing special edugaservices to a small group of eight
or fewer students as long as the majority are vawgpithe service being provided as

an IEP service.
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(However, the time studies or sample schedules fiwriee Special Education
Expenditure Reports should be used to break thiedoysn between K-12 and
Preschool even if charged 100% to an IDEA-B grant.)

2) Provide only EEE services and/or preschool speciatation administration and
paid 100% from either the IDEA-B Basic or IDEA-BeSchool grant. The
PreSchool work is only allowed to be charged 100%h¢é grant if it is allowable
under the guidance on allowable Early Childhooddation Program staff.

If the employee is performing any non-special etlooavork, which includes any time that
is only allowable under the Additional 20% RulegthPeriodic Time Certifications can not
be used for federal staff documentation. Also & édmployee is performing K-12 and EEE
services and paid from multiple funding sources €ample, IDEA-B Basic and IDEA-B
PreSchool or IDEA-B Basic and state special edandtrmula funding), then the Periodic
Time Certifications can not be used. Any employ&e s providing special education and
related services to students in accordance widnaces plan can not document their time
through Periodic Time Certifications, as their tipgrforming special education and related
services required by the students’ services plamst e tracked and billed to the separate
grant for proportionate share funds.

Note: The Department is interpreting federal regidns to mean that services allowed as
K-12 eligible cost under the Small Group Rule apélcsal educators providing services
through co-teaching would be eligible under IDEA-B.

B. Instructions for Completing Periodic Time Certéation Forms (For Sample, see
page 59)

1. Period Covered- For staff employed under school year contractghe certifications

need to be done on a semester basis. In other ytheddates on the certification would
be the first and last dates of the semester. Fmetstaff on school year contracts that
also perform summer services, the documentatiodsieebe separate as their work is
covered under two separate agreements and theisvoften different for the summer
and the school year.

For staff employed on a twelve-month contractit is allowable to have two periodic
certifications — one for each half of the year tihat employee works i.e., one for the

period July ¥ through December §1and one for January'through June 30
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2. Description of the work performed that falls untlee grant award needs to be shown on

the certification.Please note that there is a written descripticth@fvork being

performed on the sample. The wording used cankamtiiom the wording on the
IDEA-B grant budget item that lists the individsdhff person’s salary. It should
indicate the services that the person will be mimg and whether the services are for

preschool students, K-12 students or both rangeages 3-21.

3. Sgnature— The employee’s signature is required on thefioation. The supervisor’s

signature and grant manager’s signature are ateommended.

4. Timing for Completion- The certification must be done soon after theqga covered by
the certification. It can not be done prior to tuenpletion of the period as the employee
can not certify what work they will be doing — orthe work that they have actually
done.

C. Personnel Activity Report Forms (For SamplesesPage 60 and 61)

All staff charged to federal funds who do not fietcriteria for documenting their time
through certifications, must document their timgng$Personnel Activity Reports. This
after-the-fact documentation is required for angiquethat the staff person’s salary and
benefits are charged to federal funds. This doctatien is required for staff charged to
multiple grants or multiple costs objectives untier same grant or a combination of federal
and other funds. Please note that proportionate strad coordinated early intervening
services are considered separate cost objectivestfre other allowable uses of IDEA-B
funds and need to be documented as separate foseven though the funding source is
the same. This type of documentation is also todael for any staff providing extended
school year services and can also serve as a¢ipoetito verify that the employee
performed the work.

The Personnel Activity Report “must reflect an attes fact distribution of the actual
activity of each employee” and “must account far thtal activity for which each employee
is compensated” (OMB Circular A-87). The employeeds to record the total amount of
time they worked. The time worked needs to be ttepldny the different functions the

employee performs which will include the functi¢rat is charged to the federal grant(s).
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The Personnel Activity Report “must be preparel@ast monthly and must coincide with
one or more pay periods, and (d) They must be diggehe employee.” (OMB Circular A-
87)

D. Reconciling Personnel Activity Reports to Accdimy Records and Retention

OBM Circular A-87, 8.h.(5)(e) provides the followgrguidance on reconciling the

accounting records with the Personnel Activity Rémo
(i) The governmental unit’s system produces reasienapproximation of the
activity actually performed;
(i) At least quarterly comparisons of actual talgated costs are done. Adjustments
may be recorded annually if the quarterly compassshow the difference between
budgeted and actual are less than ten percent; and
(iif) The budget estimates or other distributiomgastages are revised at least
guarterly, if necessary, to reflect changed cirdamses.

The journal entries used to adjust the salary amefit charges to actual time worked need

to have detailed backup showing how the calculattas done.

Please note it is not acceptable to use end of thear journal entries to transfer costs to
federal grants as a general procedurelhe costs need to be charged as they are incurred
with end-of-year entries reserved for making fiadjustments to keep expenditures within
budgeted amounts or to recode expenses that wesednat the time of payment.

E. Retention of Staff Documentation and Accountir@ecords for Federal Grants

The record retention requirement for federal gclotumentation is five years.
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PERIODIC TIME CERTIFICATION FOR STAFF
PAID SOLELY FROM A SINGLE FEDERAL GRANT FOR A SINGE COST OBJECTIVE

To: Federal Grant File tDEA-B Basic 4226 Grant

From: Janice Jackson

Date: January 14, 2012

Subject:  Certification for Staff Charged to Grant

In accordance with OMB Circular A-87, Attachment3ction 8 (h) 2, this is to certify that the

employee listed below performed the following resgbilities (include an indication of the services

provided, students served by grant level and tfjpam, if applicable):Special education services

for K12 students per IEPs, related case management and administration, and special education

evaluations K-12

and his/her salary and benefits were charged téetleral grant as indicated below:

Employeesetty Brown
Employee’s Position or Title: Special Educator

Employed:X  Full-time
Part-time - Hours per week

Employer (School District or Supervisory Union)City Elementary School

Period Covered By Certification (Indicate Datesschool Semester for School Year Staff
or Semi-Annual Period for Full Year Staff):
Beginning Date: Auqust 29, 2011

Ending Date: January 14, 2012

Federal Grant Charged to: IDEA-B Basic 4226 Flow Through Grant

Account #26-211-01-1200-100/1200-200

SIGNATURES
Employee’s Signature: &gtt%z Brown Date: Jan. 17, 2012

Supervisor’s Signature: Ganice Gaclson Date: Zow 20 2072

Grant's Manager:  Michael Manager Date: January 31, 2012
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Sample Personnel Activity Report for One Week didd Year Services:

Employee Personnel Activity Report/Time Sheet

Employee: Sally Smith

Position: Speech/Language Pathologist
School District: City School District
Period Covered: September 26-30, 2011

The following shows théours worked each day for each function and funding ceur
Minutes are shown as decimal equivalents - i.8.hOurs equals 30 minutes; 0.25 - 15 minutes.
For ESY services, indicate the students servedefisa® the subject or activity being performed.

Function, Funding Source & ESY Deta| Monday| Tuesday| Wednesday Thursday| Friday

Function and Funding Source:
PreSchool Special Ed Speech Services
IDEA-B 4226-01 Grant 2.50 2.50

ESY - indicate Students/Activity/Subject:

Function and Funding Source:
Preschool Regular Ed Speech

local funds 2.00 2.00
ESY - indicate Students/Activity/Subject:

Function and Funding Source:
K-~12 Speech Services
Formula Eligible Cost 6.50 | 2.00 6.50 2.00 6.50

ESY - indicate Students/Activity/Subject:

Function and Funding Source:
Services for Parentally-Placed
IDEA-B 4226-02 Grant 1.00

ESY - indicate Students/Activity/Subject:

Total Hours Worked 6.50 6.50 7.50 6.50 6.50

| verify that the above information is a correcpresentation of the time worked for this period.

Employee Signature: < ﬂ/é Sonith Date: J0 52077
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Sample Personnel Activity Report for One Week ah8wer Services:

Employee Personnel Activity Report/Time Sheet

Employee: Sally Smith

Position:

Speech/Language Pathologist

School District:

City School District

Period Covered:

July 11 - 15, 2011

The following shows théours worked each day for each function and funding seur
Minutes are shown as decimal equivalents - i.8.hOurs equals 30 minutes; 0.25 — 15 minutes.
For ESY services, indicate the students servedetisas/ the subject or activity being performed.

Function, Funding Source & ESY Deta

Monday

Tuesday

Wednesday

Thursday

Friday

Function and Funding Source:
Speech Services
IDEA-B 4226-01 Grant

ESY - indicate Students/Activity/Subject:
Tim Thompson
1.1 Articulation

1.00

1.00

1.00

Function and Funding Source:
Speech Evaluation
IDEA-B 4226-01 Grant
ESY - indicate Students/Activity/Subject:
John Johnson, Jr.
Tues. Evaluation & travel time &
Thurs - report writing

1.75

1.25

Function and Funding Source:
Speech Services at EEE program
IDEA-B 4228-01 Grant

ESY - indicate Students/Activity/Subject:
Robert Rose, Tessa Tills & Ken Kool

Small group speech

1.00

1.00

1.00

1.00

1.00

Function and Funding Source:

ESY - indicate Students/Activity/Subject:

Total Hours Worked

2.00

2.75

2.00

2.25

2.00

| verify that the above information is a correcpresentation of the time w.

orked for this period.

Employee Signature:

Date:

2755077
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