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Verification of eligible students for Title I, Part D, Subpart 2 Annual Count process
Goal:  to tally all youth ages 5 – 17 who are residents at the facility during the 30-day count window established by the LEA as identifying the largest number of eligible youth.  

Directions for completing Caseload Data spreadsheet

1. Determine the 30-day count window to use when conducting the Annual Count.  An LEA’s count window can start as early as September 2nd or as late as October 31st.  The window must be for 30 consecutive days and at least one day of that window must be in October.  An LEA can count a child, no matter what the length of stay is, if he or she was in residence at least one day during the 30-day period.  The LEA and facility should monitor attendance from September through November to determine which 30 consecutive day period would yield the highest number of students enrolled in the institution.  Each eligible facility must complete that Annual Count form and identify itself therein as either an institution for Neglected students or Delinquent students, but not both, even if it serves both.
2.  Beginning with the roster for the start date of the 30-day count window, log the students from that roster onto the caseload data sheet.    

Note:  Any youth who turns 18 before the end of the 30-day count window cannot be counted for these purposes.

3.  Go to the roster for the second date of the 30-day count window, and add new entrants to the facility.  Continue on through all rosters, including weekends, up to and including the end date of the 30-day count window.

4.  If a student has been discharged from the facility, but is then re-admitted, add that student again to the roster.

5.  Go back and check the birth date column again, making certain that any youth who turns 18 before the end of the count window is removed from the list.  

6. The caseload data spreadsheet should be signed and dated at the bottom by the individual at the facility who is certifying that the data is accurate.

Directions for completing Annual Count form
1. Complete all items in Section 1 of the Annual Count form, filing in item 5 (Caseload) with the number of eligible students identified through completion of the Caseload Data spreadsheet.  Complete Section 2, indicating Yes or No for all five items.  Section 3 should be completed by the chief administrative official at the facility.

Both the Annual Count form and the corresponding Caseload Data spreadsheet should be submitted to Marcia Calloway, Nevada Department of Education, by the due date specified on the Annual Count form.

