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Informational

MEMORANDUM NO. 058-07M STUDENT SUPPORT
TO:

Educational Service District Superintendents 

Private Schools Chief Administrators

Private School District Administrators

FROM:

Dr. Terry Bergeson, State Superintendent of Public Instruction

RE:

Private School Enrollment 2007–08 (Form SPI P-105B)

Private School Enrollment Report: Extension Program in 

Home-Based Instruction 2007–08 (Form SPI P-105HB)

Administrative and Instructional Staff Report 2007–08 (Form SPI 1570)

CONTACT:
Laura Moore, Coordinator for Private Education and Home-based Education


360-725-6433 or laura.moore@k12.wa.us


The agency TTY number is 360-664-3631
Private School Enrollment Report Form (Form SPI P-105B)

Private School Enrollment Report: Extension Program in Home-Based Instruction (Form SPI P-105HB)
RCW 28A.195.060 requires private schools in Washington State to report student enrollment annually.  The information provided by your school on Form SPI P-105B and Form SPI 
P-105HB fulfills this statutory requirement and gives state officials data that are used to predict enrollment trends in our state.  In addition, the enrollment counts are used to establish federal funding levels and each private school’s eligibility for participation in federal programs.  In order to be considered in compliance with state and federal laws, you must submit the required forms no later than December 3, 2007.
The Private School Enrollment Report: Extension Program in Home-Based Instruction Form SPI P-105HB is required only for schools currently approved to offer an extension program as defined in RCW 28A.195.010(4).

Administrative and Instructional Staff Report 2007–08 (Form SPI 1570)

Use this form to submit all administrative and instructional staff information. Teachers who do not hold a valid Washington State teaching certificate, but meet the requirements of WAC 180-90-112(5), must be under the general supervision of a Washington State certificated teacher.  WAC 180-90-12(5)(b)(ii) provides for a ratio of one teacher for 25 students. Complete, accurate 
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information must be provided for all instructional staff as incomplete information may result in an invalid teacher/student ratio.
Instructions on Accessing the Reports

Please follow these instructions carefully in order to submit your annual enrollment and staff report.  

1. Log on to https://eds.ospi.k12.wa.us.

2. Enter your username and password. If you are a new school, please contact our Customer Support department at CustomerSupport@k12.wa.us or 1-800-725-4311.

IMPORTANT NEW CHANGES TO YOUR EDS PASSWORD INFORMATION

We are improving security on the EDS portal with a move to more secure passwords. This change to the password policy is based on a recommendation from the Information Services Board.

Here’s what you can expect when you log into the portal after March 20, 2007:

a) The system will check your current password and, if it needs to be improved, take you to the Change Password screen.

b) You will enter a new, more secure password or modify your current password.

c) The new passwords are longer—a minimum of 8 characters—and include several symbols.  And, remember that EDS passwords are always case sensitive.

d) Your new password must include:

· One upper case letter.

· One lower case letter.

· One numeric digit.

· One special character (*$+?, &+!%{}?).

· Does not include the word “pass.”

3. If you have misplaced your password, the system can send a temporary password to the primary email address listed in your EDS Personal Information by clicking the “Forgot your password?” link located under the “Login” button.

4. After you have entered your username and password, click “Login.”

Existing Accounts

Username/Password: 

Your username and password will remain the same as for your “Private Education Approval.”

· Follow the instructions above for completing the change to a password of your choosing.
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Information for All Respondents
5. Click the “My Application” tab to view a list of the applications that are currently available to you. Select the Form P105B.  

6. Again select P105B and click “Search.”  In order to complete this application, you will need your total enrollment count as of October 1, 2007. 

NOTE: Please note this electronic application will only accept whole numbers. 
7. Once you have completed the electronic form, make sure to click “save” at the very bottom of the report. Upon successful completion, you will receive a message that states “Data Saved Successfully.” You are now ready to choose your next report.
8. If you are currently approved to operate an extension program, you will need to complete the P105HB by selecting P105HB. Click “Search.” Upon successful completion, you will receive a message that states “Data Saved Successfully.” You are now ready to choose your next report.

9. Next you will need to select the “Staff Report” link on the left side of your screen. This will open a report that has been pre-populated with your last reported staff list. You then have the capability to edit or delete current staff information.

NOTE: Upon successful completion of each edit, you will receive a red message        that states “Record saved successfully.”

When you click the delete button, this automatically deletes the entire individual record. You will receive a message that states “Record deleted successfully.”
If there are no changes to your staff report, mark the Check Box—“Staff Data is accurate without changes.” This notes that there have been no changes in your staff for 2007–08. Click the “Submit without change” button to summit. You will receive the message “submitted without change.”
10. You are now ready to add any new staff. 

a. If the new staff member holds a current Washington State teaching certificate, you will enter their six digit one letter certificate number; example: 123456A. Then click “Get Cert Detail.” This will populate the teacher’s name. You must then complete each information box.

b. For all staff, please choose a qualification code from the drop down menu. 
c. Non-certificated staff will need to identify their qualifications in the preparation box with one of the following:
· Enter the highest degree with additional credits, or

· Enter the experience to include years and the field of experience, or

· Enter the specialized certificate or training to include the field of experience.
d. Identify whether staff member has had a full background check.
e. Fill in staff member’s full name.
f. Identify for each non-Washington State Certificated Instructor, from the Supervisor drop-down menu, the Washington State Certificated Instructor to provide general supervision.
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g. Identify staff member’s employment as full or part time.
h. Identify what type of staff member.
i. Input the grade level or grade range to be taught.
j. Click “Add New.”

NOTE: Upon successful completion of each addition, you will receive a red message that states “Record Added Successfully.”

This electronic application will give you red text when deficiencies are present and note where more information is needed.

When all additions or corrections are complete, closing the screen will automatically submit this report.

This bulletin is available on the agency Web site at the following URL:  http://www.k12.wa.us/bulletinsmemos. If you have any questions, please contact Laura Moore at 360-725-6433, TTY 360-664-3631, or laura.moore@k12.wa.us.

  Please make a copy of the forms for your school file and submit electronically by       

  December 3, 2007.

  Thank you for your prompt response.

STUDENT SUPPORT 

Martin T. Mueller
Assistant Superintendent
TB:MTM:lm
