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PANHANDLE AREA EDUCATIONAL CONSORTIUM 
FTE Eligibility and Verification Checklist
Completed forms must be submitted by Wednesday following FTE Survey week.
FTE Survey Period & Year 			: _____________________________ 		Date            : _____________________________
FTE Documentation is secured in this location	  : _____________________________ 	 	School         : _____________________________
	
	
	Verified By

	
	Florida Reports > Enrollment Discrepancies report has been reviewed and corrected.
	

	
	Sections with Missing/Invalid Periods has been corrected. Florida Reports > Survey Accuracy Reports
	

	Attendance Membership
	All errors for this survey on the DOE Data Verification reports have been corrected or sent to MIS.
	

	
	Every teacher has verified their rosters are correct in the Print Class List for their sections.
	

	
	All students on Attendance > Print Verification Sheets were enrolled at least 1-day of survey week
	

	
	Every teacher signed and dated their Attendance Verification Sheets for the FTE attendance window.
	

	
	Attendance verification letter, attached to the Attendance Verification Sheets and the Print FTE Detail Report, was signed and dated by the school principal.
	

	
	Bus Ridership Worksheets completed & signed by bus drivers for 11-day attendance window. Students who did not ride survey week are marked in Focus. Worksheets signed by the supervisor.
	

	
	FTE Reconciliation Form completed and matches the FTE Reconciliation Report
	

	FTE Reported
	All schedules listed in District Reports > PAEC Reports > School > Exclude from FTE School Wide should not be reported at all (typically all should be non-instructional).
	

	
	All student schedule records listed on the Florida Reports > FTE Nulled Students report should not receive FTE funding or that student was absent all days during the survey window. 
	

	
	Run Print FTE Detail and check include students with less than 1500 minutes, all students who are listed with less than 1500 minutes are verified as having the correct weekly minutes.
	

	
	The FTE Summary Report accurately indicates the number of students by FEFP code for the school.
	

	
	Verify that the numbers listed in each area below is correct for the school:
	# of Students
	Verified By

	Special Programs
Florida Reports > 
Survey Accuracy Reports
	ESE Students (includes Gifted)
	
	

	
	Gifted Students (use ESE Students and sort on the Primary Exceptionality column then count total Ls)
	
	

	
	255 254 FTE
	
	

	
	Students Scheduled into a Therapy Course without Exceptionality
	
	

	
	Students with Exceptionality and not scheduled into a Therapy Course
	
	

	
	Full Time Hospital Homebound and Intermittent Hospital Homebound
	
	

	
	504
	
	

	
	ELL Students
	
	

	
	ELL Students Missing 130 FEFP
	
	

	
	Immigrant Students
	
	

	
	Migrant
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