District Name & # Periodic Certification/PARSS Reporting Procedure and Timeline


	Procedure
	Timelines

	At the beginning of each fiscal year the bookkeeper will prepare an estimated budget based on the previous year EDRS expenditure report that includes the Area Special Education Cooperative staff allocation amounts and disability coding.  

No later than the start of the school year, the principals and bookkeeper will review employee assignment/work schedules and payroll records to determine which special education employees are working in single or multiple activities or cost objectives. This information will be used to establish reasonable budget estimates. An Activities/Cost Objectives list of identified employees and the appropriate designation will be provided to each employee’s supervisor and building secretary by the bookkeeper.

New employees identified as working under multiple activities or cost objectives with an inconsistent schedule will be trained by the bookkeeper to accurately complete Personnel Activity Reports (PARS). 

All full time special education staff will be required to sign a Single Cost Objective report each December and June and attach a copy of their schedule. After review for accuracy and approved by the Superintendent, the reports will be kept on file in the bookkeeper’s office. 

Special education staff, including paraprofessionals and school social workers that are determined to be working multiple activities or cost objectives and whose time varies from day to day will keep a daily log of all activities performed under each cost objective on a Personnel Activity Report (PARS). By the 11th day of each month, each identified employee will complete the PARS indicating the percentage of time spent on each activity or cost objective, sign it and turn the PARS report in to the supervisor of the employee. The supervisor will assure each identified employee on the Multiple Activity/Cost Objectives list has turned in a monthly report and reviews that the PARS reports are accurate based on current teacher schedule, lesson plans or work assignment when compared to the corresponding activity log.

Those employees who work multiple activities or cost objectives and whose schedule is consistent on a daily basis, as determine on the Multiple Activity/Cost Objectives list, will complete a Semi-Annual Certification Report for Multiple Cost Objectives. Each identified employee will sign and complete the semi-annual report in December and June. These semi-annual reports will be turned in to the employee’s supervisor who will review the report, attach a copy of the employees schedule and send both to the bookkeeper. Should the supervisor determine that deviations from the original schedule have occurred, the supervisor will first confirm with the employee that a change in activities has occurred that has been authorized, adjustments will be made to the percentage attested to on the semi-annual report, and the bookkeeper will be notified to adjust the budget if necessary.

Quarterly the bookkeeper will review the monthly PARS reports to compare the actual costs to the budget distribution and make necessary adjustments if the quarterly comparisons show the difference between budgeted and actual costs are greater than 10%. If the difference between budgeted and actual costs is less than 10%, the adjustments will be made annually. Semi-annually the bookkeeper will review semi-annual reports to compare actual costs to the budget distribution and make any necessary adjustments.
	June

The bookkeeper and Superintendent will prepare the estimated budget based on previous year EDRS expenditure report. 

August 
The bookkeeper will provide each building principal with a list of special education staff based on the previous year EDRS expenditure report. Each principal will review the list for anticipated changes/additions in staff and work assignments. Staff that is anticipated to have other duties in addition to special education will be identified as required to complete a monthly Personnel Activity Report (PARS) report or Semi-Annual Cost Objective report. Staff only performing special educations duties will be identified as required to complete a semi-annual Single Cost Objective report.

The list will be returned to the bookkeeper who will review the changes and identify and train any new employee’s who will need to complete Personnel Activity Reports (PARS). 

First day of school

The bookkeeper will prepare the appropriate form for each identified staff. Staff that is assigned only special education duties will return the Single Cost Objective form along with a copy of their schedule which identifies the disabilities of the students they are assigned to (Paras) or SpEd workload analysis report (licensed sp ed staff) to the bookkeeper.

September 30

The ASEC bookkeeper will provide the bookkeeper with a spreadsheet of the cooperative staff with percentage breakdown of their salary and disability codes to be included in the district’s EDRS. The bookkeeper will make adjustments in EDRS based on ASEC staff data and district staff contracts and assignments.

Monthly by the 11th

Staff that work more than one activity or cost objective will complete and sign a PARS report each month. These reports will be turned in to the employee’s supervisor. The supervisor will review the report for accuracy and submit to the bookkeeper.

 December 1st

The bookkeeper will compare the PARS reports to the initial budget and make adjustments if the difference is more than 10 percent.

December 15th
The bookkeeper will notify the building principal that staff working 100% special education needs to sign the Single Cost Objective report prior to leaving for Christmas break. Each principal will review the staff list to determine if there have been any changes in staff schedules that would suggest the staff person is not 100% special education and attach a copy of the staff schedule to each report. If the staff persons schedule has changed and they are working in more than one cost objective but the schedule is consistent on a daily basis, the staff person will complete the Certification for Two Cost Objective report. If a staff person is no longer working 100% in special education, but the schedule is inconsistent on a daily basis, the bookkeeper will train the individual on completion of monthly PARS report.

March 1st
The bookkeeper will compare the PARS reports to the initial budget and make adjustments if the difference is more than 10 percent.

Last Day of School

The bookkeeper will notify the building principal that staff working 100% special education schedule must sign the Single Cost Objective report prior to leaving for the school year. For staff working two cost objectives, but on a consistent schedule, they must sign the Certification Report for Two Cost Objective form prior to leaving for the school year. The principal will account for the completion of all reports, attach a copy of the staff schedule and turn them in to the bookkeeper.  The bookkeeper will review PARS reports to determine all staff completing those reports has turned in the reports.

June 30th 

The bookkeeper will compare the PARS reports to the initial budget and make final adjustments to EDRS if the difference is more than 10 percent.


