Attachment A to Adm Supts. Menp. No. 035

REMEDI AL SUMMER SCHOOL FUNDI NG FOR FI SCAL YEAR 2007
(Sumrer 2006 Program

| nstructions for Downl oadi ng the Excel Tenpl ate

A downl oadabl e Excel file was created to facilitate the

coll ection and certification of renedial sunmer school
enrol | ment data used by the Departnent of Education. The Exce
file is |ocated on the departnent’s Wb site and can be

downl oaded fromthe foll ow ng address:

http://ww. doe. vi rgi ni a. gov/ VDCE/ Fi hance/ Budget / cdc/ i ndex. ht m

Thi s address brings you to the Budget O fice’'s “Current Data

Col | ections” Wb page. To downl oad the Excel file, click on the
“Excel Tenplate” link |ocated next to the heading |abeled “FY
2007 Renedi al Summer School Collection.”

You may al so access the tenplate by | ogging onto the
departnment’s Wb site at http://ww.doe.virginia.gov. Fromthis
home page, select the drop-down box in the upper right hand
corner titled "DOE Ofices,"” then select "Finance," then sel ect
"Budget O fice," then select "Current Data Collections,"” and
then click on the “Excel Tenplate” option for the renedi al
sumrer school data collection. Please followthe steps belowto
access the file fromthe Wb site:

| f you are using Internet Explorer as your Internet browser:
To downl oad the Excel file using Internet Explorer:

1. RIGHT-CLICK on the link for the FY 2007 renedi al sunmer
school data collection titled “Excel Tenplate.”

2. Select “Save Target As” and save the file to your |oca
drive. (Note: The file will be renanmed once you sel ect
your school division fromthe drop-down box. Mke sure
you do not change the file name assigned to your file.)

3. Once the file is saved, close Internet Explorer and open
the file using Excel

4. Please note that in order for the tenplate to operate
correctly, you nust click on the "ENABLE MACROS" button.

5. If you are pronpted with a Mcrosoft Visual Basic error,
pl ease see the instructions bel ow on adjusting nacro
security | evels.
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I f you are using Mzilla Firefox as your |Internet browser:
To downl oad the Excel file using Netscape:

1.

Click on the link for the FY 2007 renedi al summer schoo
data collection titled “Excel Tenplate.”

After you click on the file name on the Wb site, you
will be pronpted to open the file or save it to a drive.
You may choose either option.

A box wi Il appear warning you that the file contains
macros. The box will pronpt you to disable the macros or
to enabl e the nmacros.

Pl ease note that in order for the tenplate to operate
correctly, you nust click on the "ENABLE MACROS" button.

If you are pronpted with a Mcrosoft Visual Basic error,
pl ease see the instructions bel ow on adjusting nacro
security | evels.

If you are pronpted with a Mcrosoft Visual Basic error alerting
you to di sabl ed nacros:

1.

Cener al

Sel ect the “Tool s” nmenu fromthe drop-down options at the
top of the spreadsheet.

Sel ect “Macro,” then select “Security.”

Set the security level to “Medium” This will give you
the option to disable or enable macros.

You nust to exit the spreadsheet and reopen the file for
the macro security changes to take effect.

When accessing Excel files fromthe Departnent of

Education, you nust click on the “ENABLE MACROS’ button
bef ore using the spreadsheets.

I nformati on Regardi ng Renedi al Summer School Prograns

Pl ease note that the followi ng mninmminstruction hours and
staffing ratios for state-funded renedi al sunmmer school prograns
are required by Board of Education regulation 8 VAC 20-630-60:

1) Each local school division inplenenting a state-funded

remedi al sunmer school program shall provide a m ni num of
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20 hours of instruction per subject, exclusive of field
trips, assenblies, recreational activities, lunch or post-
programtesting timne;

2) For state-funded renedi al sumer school prograns in grades
K-5 that offer an integrated curriculum a m ninmof 40
hours of instruction shall be required;

3) The pupil -teacher ratios for state-funded sumrer renedi al
progranms shall not exceed 18:1.

As required by Section 22.1-199.2, Code of Virginia, and Board
of Education regul ati on 8 VAC 20-630- 20, school divisions nust
submt a renediation plan for the 2006 renedi al sumrer school
program (see Admi nistrative Superintendent’s Menorandum Nunber 8
dated February 24, 2006) before final fiscal year 2007 renedi al
summer school entitlements can be paid. An annual report,
required by Board of Education regulation 8 VAC 20-630- 50,
covering the 2006 renedi al sumer school programis due to the
Depart ment of Education by Septenber 15, 2006 (see

Adm ni strative Superintendent’s Menorandum Nunber 20 dated June
2, 2006).

Further, please note the follow ng appropriation act provisions
(contained in Item 135 C 11.g9.1 of Chapter 3, 2006 Acts of
Assenbly, Special Session |I) that govern renedi al sunmer school
f undi ng:

“These funds are avail able to school divisions for the
operation of prograns designed to renedi ate students who
are required to attend such prograns during a sumer school
session or during an intersession in the case of year-round
schools. These funds may be used in conjunction with other
sources of state funding for renediation or intervention.
School divisions shall have maximum flexibility with
respect to the use of these funds and types of renediation
prograns offered; however, in exercising this flexibility,
students attending these prograns shall not be charged
tuition and no high school credit nay be awarded to
students who participate in this program..

| nstructions for Conpleting the Excel Tenpl ate

The Excel file consists of one spreadsheet. The spreadsheet
nmust be conpleted in full before it can be submitted to the
Departnent of Educati on.
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You nust first select your school division fromthe drop-down
menu. Cick on the arrow (¥) to display a listing of school
divisions. Scroll down the list and click on your school
division. Doing this will immediately save the application to
the followng location on the C\ drive of your conputer

C. \DOE DATA\ FY 2007 Renedi al Sunmmer School \
FY 2007 Renedi al Summer School . x|l s

Pl ease note this file |ocation, as you will need to e-mail the
saved file to the departnment after the tenplate is conpleted.

The nanme and divisi on nunber of your school division wll
automatically load into the file. Next, click on the
appropri ate check-box to indicate whether or not your school
division is requesting fiscal year 2007 renedi al sunmer schoo
f undi ng.

| f you select the check box marked “Renedi al Sunmer Schoo
programwas NOT offered in Sunmer 2006,” then you may

i mredi ately proceed to the signature certification page. In
selecting this check box, you are indicating that your school

di vi sion served no students in a renedial summer school program
during the sunmer of 2006.

| f you sel ect the check-box marked “Renedi al Sunmer Schoo
program WAS offered in Sumer 2006,” then you will be required
to provide enrollnment information on the actual nunber of
eligible elenmentary and secondary pupils enrolled in the sumer
2006 renedi al summer school program Enter this data in the two
yel | ow shaded cells on rows 19 and 20 of the spreadsheet.

Renedi al summer school paynents rei nburse school divisions based
on an unduplicated headcount of all eligible students. Students
must be counted only once regardl ess of whether they were served
in one or nore subject areas or in single or nultiple sessions
during the 2006 renedi al sumrer school program The funded per
pupi | anount is based on the average cost of 30 days of
instruction per student; there may have been sone students who
received nore instruction and some who received | ess but each
student shoul d be counted only once for state funding purposes.

Sonme school divisions operating year-round schools conduct
remedi ati on prograns during the intersession periods of the
year -round school term Counts of students who were

remedi ated during the intersession periods of year-round
schools may be submtted for reinbursenment fromstate
renmedi al sunmmer school funds. Students who were renedi ated
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during the intersession periods of year-round school s
shoul d be submtted for reinbursement in the reporting
cycle that occurs in the subsequent fiscal year.

For exanple, students who were renedi ated during the

i ntersession periods of 2005-2006 year-round school terns that
occurred from July 2005 through June 2006 or Septenber 2005

t hrough August 2006 should be reported in the Excel data
collection tenplate for reinbursenent fromfiscal year 2007
remedi al summer school funds. Just as with sumer renediation
progranms, a student nmust only be counted once for the entire
school year regardl ess of the nunber of intersession periods the
student attended.

Non-resident, foster care children described under Section 22.1-
101. 1, subsections A and B, Code of Virginia, that were served
in the summer 2006 renedi al programin your division may be
included in the Excel data collection tenplate for reinbursenent
from state renedi al sunmer school funds. Like other students
submtted for state reinbursenent, these students nust be
counted only once in the Excel data collection tenplate.

The data submitted by your division for the sumrer 2005 renedi al
programis also shown in this data collection tenplate for your
information. This section conpares the sunmer 2006 submi ssion
wi th the sumrer 2005 subm ssion. Variances of 50 percent or
greater or 50 percent or less than the prior year enrollnent are
flagged for your information only.

Once you have conpleted the spreadsheet, you nust print the
spreadsheet and nail a copy with original signatures to the
Departnent of Education by Septenber 22, 2006:

Virginia Departnent of Education
Budget O fice
PO Box 2120
Ri chnmond, VMirginia 23219-2120

Al divisions nmust also e-mail a conpleted Excel tenplate for
fiscal year 2007 by Septenber 22, 2006, to
k12budget @oe. vi rgi ni a. gov.

On the certification page, you can click on the bl ue button
titled, “Cdick here to e-mail conpleted file to
k12budget @oe. virgi ni a.gov’ to automatically enmail your
conpleted file to the Budget O fice.
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| f you have any questions regardi ng the use of the Excel
tenpl ate, please contact Kirsten Ason in the Budget Ofice at
(804) 225-2025 or Kirsten.d son@oe. virginia.gov.

Bot h subm ssions (Excel file and signed certification fornm are
due to the departnment no | ater than Septenber 22, 2006. Thank
you for conpleting this data subni ssion.
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