
Proper Pupil Accounting 
for Special Education 
Students
MSBO APRIL 2024 CONFERENCE

CARRIE HAUBENSTRICKER, GENESEE ISD

MSBO 2024 CONFERENCE

Session F24



Break Out Session
F24
Special Education Students require additional documentation to count them for pupil accounting 
purposes. Learn techniques to establish a well-documented process to ensure all full-time 
equivalents (FTEs) are accounted for properly.
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Topics Covered
MDE Special Education Reporting Requirements

MDE Manuals

Enrollment of a Special Education Student (105/105c)

MDE Pupil Accounting Manual Reporting Requirements
◦ Section 53
◦ Section 52

DS4061 and Calculating FTE

Funding/Payments

Resources
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Know Your Pupil Auditor
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Know Your ISD
Special Education Compliance Coordinator/Monitor



MDE Office of Special Education
Directory and Overview of Programs
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• Office of Special Education Units 
• Performance Reporting
• Accountability
• Finance
• MI School for the Deaf
• IDEA Initiatives



Federal Regulations
The Individuals with Disabilities Education Act (IDEA) is a law ensuring services to children with 
disabilities throughout the nation.

eCFR :: 34 CFR Part 300 -- Assistance to States for the Education of Children with Disabilities

IDEA governs how states and public agencies provide early intervention, special education and 
related services to more than 6 million eligible infants, toddlers, children and youth with 
disabilities.

Education Department General Administrative Regulations (EDGAR) requires that districts 
maintain documentation to demonstrate compliance.

Education Department General Administrative Regulations (EDGAR) and Other Applicable Grant 
Regulations



Rules and Regulations for Special 
Education

https://www.michigan.gov/-
/media/Project/Websites/mde/specia
leducation/MI-
rules/MARSE_Supplemented_with_ID
EA_Regs.pdf?rev=a9fd6c0ae03548fda
d9195e24c4020ac

State and Federal special education 
laws go beyond the MARSE 
regulations for programming and 
special services.
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Free Appropriate Public Education (FAPE) 
Definition 34 CFR §300.17
Provided at public expense

Under public supervision and direction

At No Cost to the parent

Special Education is a guarantee



FAPE Requirements 34 CFR §300.101
Must be available to ALL children residing within Michigan between the ages of 0 to 26

Includes children who have been suspended or expelled from school

Ensure FAPE is available to all children with a disability who require special education or any 
related services



Definition – Student with a Disability
A student with a disability is defined as any person from birth to age 26 who is determined by an 
Individual Education Program Team or a hearing officer to have one or more impairments (as 
defined by the MARSE rules), that require special services or specially designed instruction.

MDE Pupil Accounting Manual definition: A special education pupil who is enrolled and 
receiving instruction in a special education program or service approved by the department, 
who has not achieved (met all the requirements to be eligible to receive) a high school diploma, 
and who is less than 26 years of age as of September 1 of the current school year shall be 
counted in membership. 



Did You Know…
Michigan is the only state which has a state law mandating (or requiring) special education for 
students with disabilities birth to 26 years of age. 

Law is known as MMSE (Michigan Mandatory Special Education Act).

Michigan Department of Education Office of Special Education Fact Sheet
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That Is A Lot Of Rules



MDE Pupil Accounting Manual

https://www.michigan.gov/mde/-
/media/Project/Websites/mde/OFM/State-
Aid/Pupil-Accounting/Manual/Final-PAM-23-
24.pdf?rev=f9e4da8aed9140d1bae21e91c38bdb
7e&hash=DC7C31A7E77A224BD377BE2D18A1FA
2A



Michigan Student Data System Manual

https://www.michigan.gov/cepi/pk-
12/msds



Enrollment of Special Education 
Students – Written Agreement

Section 5-I of the MDE Pupil Accounting Manual 105/105c

 Number 4: A local school district that enrolls a pupil with a disability under schools of choice will become that 
pupil’s resident district for purposes of providing a free and appropriate public education (FAPE). Consistent 
with state and federal law, the enrolling district is responsible for developing and implementing an 
individualized education program.

 Section 105c (contiguous) contains an additional requirement that the enrolling district shall have a written 
agreement with the resident district PRIOR to the enrollment, for the purpose of providing the pupil with FAPE. 
The written agreement must include, but is not limited to, an agreement on the responsibility for the payment 
of the added costs of special education programs and services for the pupil. The written agreement MUST 
address how the agreement MUST be amended in the event of significant changes in the costs or level of 
special education programs or services required by the pupil.

 If a nonresident pupil was enrolled under Section 105c and that pupil subsequently is determined eligible for 
special education services, the enrolling district is the resident district for purposes of providing FAPE.

If it is determined that a pupil is eligible for special education services prior to the pupil being enrolled under 
Section 105c by the district for the first time, and the district and resident district fail to reach a written 
agreement regarding the coverage of added costs, the pupil may be denied enrollment.



Records Request
THE REVISED SCHOOL CODE (EXCERPT) Act 451 of 1976. 380.1135

• Within 14 days after enrolling a transfer student, the school shall request in writing directly 
from the student's previous school a copy of his or her school record.

• Any school that compiles records for each student in the school and that is requested to   
forward a copy of a transferring student's record to the new school shall comply within 30 days 
after receipt of the request.



IDEA Requirements
34 CFR §§300.323(g)(1) and (2) 

(1) The new public agency in which the child enrolls must take reasonable steps to promptly 
obtain the child’s records, including the IEP and supporting documents and any other records 
relating to the provision of special education or related services to the child, from the previous 
public agency in which the child was enrolled, and

(2) The previous public agency in which the child was enrolled must take reasonable steps to 
promptly (emphasis added) respond to the request from the new public agency.



If unsure, ASK your ISD Special Education 
Compliance Coordinator/Monitor
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How long do we keep SOC pupils?
Once a pupil has been accepted and enrolled through Schools of Choice, the pupil shall continue 
attending until:

Pupil graduates from high school

OR

The pupil may be exited if they enrolled in another district

OR

The pupil is expelled under the board policies established for resident pupils



Better Known as…Stuck-EEE



Reporting Special Education FTE
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Section 52 versus Section 53
Section 52

All Pupils enrolled in Special Education unless they meet Section 53 requirements

Section 53 Requirements

Placed by a court or state agency if the pupil resides in another ISD at time of placement

May be residents of an institution operated by an agency 

A pupil who is a former resident of an agency institution placed in a community setting other than 
the pupil’s home

A pupil enrolled in an education program longer than 180 days but less than 233 in a residential 
child care institution

A pupil placed by a parent for the purpose of suitable home if the parent resides in another ISD at 
time of placement



Worksheets A and B 
Generated from your Student Information System (SIS), Special Education System, or completed 
by the teacher

Teachers are reported by the Program Code of their Special Education approval and assigned 
teaching position

Worksheets reflect enrolled students

FTE is based upon the ratio or actual clock hours per week in the special education classroom to 
the actual clock hours of the normal school week in that specific building

OR

FTE may be calculated as a ratio of the time spent in special education daily to the time spent in 
a general education classroom
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Worksheet A – Section 
53
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Used Most Often



Program Assignment Codes
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FTE Originates in the IEP



FTE Calculations and IEPs

IEP is used to calculate the minutes/hours of service provided each day

IEP must be in place and current

Districts also create Contingency Learning Plans in addition to the IEP. 
These provide flexibility in how instruction is provided to the pupil

If you have questions, contact your Special Education Coordinator or 
Pupil Auditor

MDE Office of Special Education Information Line is 1-888-320-8384 or 
by email at mde-ose@Michigan.gov



Did You Know…
The total Special Education headcount in Michigan for the 2023-2024 
school year was 

217,569

https://www.mischooldata.org/special-education-data-portraits-
disability/



Calculating Special Ed FTE
What is needed to calculate FTE?

The student’s IEP—usually a range of hours

The student’s Schedule in place on count day

The weekly hours of instruction in the building

The student’s special education teacher
◦ They will know the hours that the student is actually receiving!



FTE:  Only Programs--Not Services

Services like Speech Therapy or Social Work do not generate FTE



Reminder: Program Assignment Codes
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What are my 
Building’s 

Total Hours 
of 

Instruction?



Calculating 
Special Ed 

FTE



Calculating FTE
IEP will specify how many 
hours a week the pupil needs 
special education services. 

FTE must align with the 
program hours documented 
and match the Worksheet A 
or B form

https://training.catamaran.partners/wp-
content/uploads/2020/02/B5-HowtoDetermineandReportFull-
TimeEquivalency2020_final-2.pdf



Data Quality Checklist
Is your data correct, or is it just Error-Free?

These are items that wouldn’t necessarily be addressed by MSDS Data quality alerts or 
validations

Examples:
◦ Has the student had more than one IEP between count periods?
◦ Is the reported Primary Educational Setting show more hours pulled out from General Education than 

the student is really receiving?
◦ Does the initial IEP timeliness reflect that the child enrolled from out of state?
◦ If the student is legally blind or deaf, is this listed as their secondary disability?

MDE OEAA Accountability Best Practices Guide for 2023-2024 – Data Reporting 
Guide for Trouble-Free Accountability Data



How Does My Pupil Auditor Check This?
Auditors complete Desk and Field Audits and look at the following documents:
◦ Student Information System (SIS) Alpha Reports
◦ Special Education Worksheets A & B
◦ Non Resident List
◦ School of Choice List 
◦ DS4061 – Unaudited MSDS Submission
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Numbers Must Balance
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Data Turns Into State Aid Payments

https://www.michigan.gov/mde/services/financial-management/state-aid/related-info/state-aid-payment-calculation



MDE Resources
MDE Special Education Laws and Regulations 

https://www.michigan.gov/mde/services/special-education/laws-regs

MDE Special Education Funding 

https://www.michigan.gov/mde/services/special-education/funding

MDE Pupil Accounting Manual 

https://www.michigan.gov/mde/services/financial-management/state-aid/publications/pupil-
accounting-manual-pam



Special Education Resources/Videos
This series of training videos and supporting documents are designed to provide districts and 
intermediate school districts (ISDs) with ways to improve data quality in the Michigan Student 
Data System (MSDS) for students with an individualized education program (IEP).

https://training.catamaran.partners/msds-data-quality-videos/

Topics Include: 
◦ Discipline Data
◦ Annual IEP Reviews and Transfer Students
◦ Count Submissions, Demographics and Exiting Students
◦ Ways to Improve Special Education Data Quality in MSDS



Questions?
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Carrie Haubenstricker, Business Services Administrator                            
Genesee Intermediate School District  

chaubenstricker@geneseeisd.org

Office:  810-591-4422

MSBO 2024 CONFERENCE


