2010–11 ALE Enrollment Reporting Instructions
HOW TO REPORT
Districts running ALE programs as defined by WAC 392-121-182 should report their program’s enrollment through the EDS application. 
WHAT TO REPORT

Districts are to report their ALE program enrollment as of the fourth school day of September, and the first school day of each enrollment reporting month thereafter. Districts should report their student FTE and Headcount by program, grade, and home district.
DEADLINES
The monthly reporting is due on the last school day of the month for that particular enrollment count. Districts must report this ALE enrollment for each month that they submit a P-223 or P-223S that includes any ALE enrollment. 

DEFINITIONS
Home District:  The physical district in which the student resides, regardless of choice agreement. This is also known as District of Origin.
Alternative Learning Experience (ALE):  ALE programs are learning experiences for students that primarily occur away from the regular public school classroom setting. The specific requirements and expectations of these learning activities are detailed in a written student learning plan (WSLP) developed and supervised by a public school teacher. WAC 392-121-182 provides the rules defining these programs. Districts claiming any student FTE for state funding that is not based upon seat-time instruction, Running Start, or work based learning are subject to these rules.
ALE programs include, but are not limited, to the following categories: 
· Contract-Based Learning:  Usually limited to secondary students, and often used for credit retrieval or credit acceleration. Many alternative middle and high schools offer some form of contract-based learning, as do a smaller number of comprehensive high schools.
· Digital/Online Learning:  Online learning becomes ALE when the student is engaged in learning away from school, and the school district is using the time the student engages in this away-from-school learning as part of the full-time equivalence (FTE) claimed for basic education apportionment. Digital/Online learning that occurs solely in a classroom setting under the direct supervision of a teacher is not ALE.
· Parent Partnership Program:  This program offers a significant role for parents in the development and provision of ALE. Because of this, many students in parent partnership programs may have been receiving home-based instruction prior to enrolling in the ALE program. But, as noted above, this type of ALE is not home-based instruction, because the school district is ultimately responsible for student learning, not the parent.
DETAILED INSTRUCTIONS

Access the ALE Application

· Access the ALE application through EDS/SAFS.  

· First time users must be assigned a new role – SAFS District ALE User – in order to see the ALE link.  Contact your district security manager for access.

· On the upper green bar of the EDS/SAFS page, select ‘ALE’.

Program Management
· Manage your district’s program through ‘Program Management’ found in upper green bar.
· Programs identified in the Annual ALE report filed by your district in June 2010 will have been pre-populated.
· Districts with new programs should click on ‘Create New Program’ button.
· Choose the School your program is identified with.
· Input the name of your program.
· Choose the program type that most closely defines your program.
· Click on ‘Save’.  
· After creating your program, districts can edit their program type.
· To edit program name, contact Becky McLean at becky.mclean@k12.wa.us or 360-725-6306.
Report ALE Enrollment by month
1. Creating a record for the month.  Click on ‘Create Document’ button found in ‘Create an ALE Document’ box.

2. Locate monthly record by clicking on ‘Retrieve List’ button found in ‘Find ALE Document’ box.

3. Choose ‘Edit’ button for the month you wish to report.
4. Click on magnifying glass for program you wish to report.
5. Select from pull-down menu a home district to report.  Wait for blank record to load.
6. Enter the headcount and FTE by grade.
7. Click on the ‘Save Details’ box to save.

8. To report more than one home district, change home district, wait for new blank record to load and enter the headcount and FTE by grade. Click on the ‘Save Details’ box.
9. Once all home districts have been inputted, hit ‘Return to Program List’ to exit program record.
10. To report for another program, repeat steps #4 through #9.  
11. Once that month’s enrollment is complete, hit ‘Return to List’ to exit record without submitting to OSPI.
12. Hit ‘Submit to OSPI’ to exit and send record to OSPI.  To request a record to be returned, contact Becky McLean at becky.mclean@k12.wa.us or 360-725-6306.

Print Reports
We recommend you run a report for each month and review the reported numbers before submitting to OSPI.
· Click on ‘ALE Reports’ on the upper green bar.
· Select Report Type (Headcount or FTE), Report By (Month or Program) and Month or Program to report.  Click on ‘View Report’ button.
· A screen summary will appear.
· Hit ‘Download’ button to export report to Excel.

PRIOR MONTH REVISIONS

Per WAC 392-117-045, if at any time prior to the completion of audit of data by the state auditor, a school district discovers that data have been reported in error, the district shall submit revised data.  Contact Becky McLean at becky.mclean@k12.wa.us or 360-725-6306 to request a record to be returned to your district for revision.
