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Pupil Accounting Documentation Policy 

Saginaw Learn to Earn Academy (SL2EA) will complete all required paperwork when 
performing pupil accounting functions.  Paperwork will be submitted to the Saginaw ISD within 
the required time frame.  

Pupil Accounting Documentation Procedure 

1. Approximately one week prior to count day the enrollment paperwork, schedules, and 
special education status of each student will be reviewed by the school secretary, 
counselor or other assigned personnel, and at least one administrator.  Prior to count day, 
errors will be corrected and incomplete documents will be completed. 

2. One day prior to count day the enrollment paperwork, schedules, and special education 
status of students who enrolled after the first review will be reviewed by the school 
secretary, counselor or other assigned personnel, and at least one administrator.  Errors 
will be corrected and incomplete documents will be completed the same day. 

3. On count day, the secretary will print all student schedules.  These will be reviewed for 
accuracy by the school counselor or other assigned personnel.  Every student must have a 
complete schedule and every class must have a specific teacher assigned to it (cannot say 
“Math Teacher”, it must be a name).  Students cannot have a placeholder class (e.g. OL 
E2020).  Amended schedules will be printed.  After the counselor or other assigned 
personnel has deemed that all schedules are accurate, they will be filed with the count day 
paperwork in the secretary’s office. 

4. On count day the secretary will print both the District Count Day Checklist and 
Middle/High School Checklist (available on the SISD website). 

5. The secretary will print Skyward attendance reports and obtain teacher signatures on a 
weekly basis, beginning the week of count day, until all students absent on count day 
have returned to school, or the count period ends, whichever comes first. 

6. The secretary will complete the Count Day Absence form with the names of all students 
who are absent on count day. The form will be updated daily as students return to school.  
A student’s name will not be removed from this form unless it is confirmed that the 
student is enrolled in another district, or has voluntarily dropped from SL2EA.  
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7. After the count period ends, the secretary, counselor or other assigned personnel, and 
administration will review the Count Day Absence form.  If a student did not attend after 
count day, he/she will be removed from the form and unenrolled from SL2EA.  If the 
student attended prior to count day, he/she will be dropped on the day prior to count day.  
If the student never attended SL2EA, the record will be deleted from Skyward.  If the 
student attended SL2EA during a previous count period, he/she will be dropped, not 
deleted.  If the student returned for a partial day, the FTE will be adjusted (e.g. if the 
student returned for 5 of 7 classes, the FTE will be adjusted to 0.71).  

8. The secretary will download all documents on the checklist from the SISD website.  
These documents will be filled out completely. 

9. When the secretary completes a document, it will be printed and a check will be placed 
next to that item on the checklist.  If a document will not be submitted, N/A will be 
placed next to that item on the checklist.  Electronic copies will be saved on the 
secretary’s computer. 

10. When all items on the checklist have either a check or N/A, the secretary will make 
copies of the checklist and all documents.  These will be kept on file in the secretary’s 
office. 

11. The secretary will submit the originals of all required documents to the SISD on or before 
the due date (determined by the SISD’s Pupil Accounting Auditor). 


	Section: District
	Policy#: 52
	SUBJECT:  Pupil Accounting Documentation         Written: September 2017
	Revision:


