
COMMUNITY SCHOOL INFORMATION

(Prepared for Community Schools’ EMIS Coordinators with MDECA)

GENERAL INFORMATION

· CHECK AND READ YOUR EMAIL at least twice a day.  You can access your email by clicking on this link www.mdeca.org and then by clicking the Webmail tab.  Check your mail once in the morning and once mid afternoon.  If there are changes to be made, you will receive an email.  It is very important to stay current.
· Attend as much training as you are able to.  You can access the training schedule by clicking on this link www.mdeca.org and then by clicking the Training tab.  You can look at a calendar for DASL training, and a calendar for EMIS training.  Learn DASL well, if DASL is clean, there will be fewer corrections to make in EMIS.

· Take advantage of the Open Labs (every 3rd Thursday of each month). 

· Don’t be afraid to ask questions or ask for help.  EMIS is a never-ending learning experience!

· Bookmark or save in your favorites the following links:


www.mdeca.org – MDECA’s web site (Best Friend). From this site click on “EMIS” and then select “Community Schools” for additional links.
SOES WEB BASED REPORTING

· This is your funding.  Keep all data current and correct.  If a student is flagged with an error, contact the resident school district to find out what information they need from you.  If you have errors, you are losing funding for those students! SOES MUST MATCH EMIS!
· Upon enrollment make sure you have the following documents for each student:

1. Proof of residence (DP&L or Vectren bill, rental/lease agreement, mortgage statement)

2. Withdrawal Form from last school attended

3. Birth Certificate

· Mail or fax the above information to the Resident School district so they can enter the same information.  This will help match the student to the proper SSID #.

· If you are a new community school you will have a review your first year in operation.  Our Area Coordinator(s) come to your school and review your records.  They attend twice, once in February and again in August.

· When entering students, make sure you have the correct start date.  Do not put an end date unless the student withdraws.

· When a student withdraws, DO NOT delete them.  Add an end date and calculate the proper amount of hours the student attended.  If they re-enroll with you during that same year, DO NOT add them as a new student, just add another residency record.

· If a student moves into another school district throughout the year, put a withdrawal date on their current residency record, then add a new residency record to reflect where they are residing.

· If you have a Career Tech / CBI program, make sure you complete the CTA fields.  Please note that your CTA code has to match your EMIS CTA code or you will not get funded for your programs.

· There are great reports you can print or save as an Excel spreadsheet.  Don’t be afraid to “play” around with your reports.  They are very valuable tools.

· Submit SOES Web Based System Access Form to ODE listing ITC SOES Support Staff. For MDECA list Debi Mason, mason@mdeca.org.

· You can view your Community School foundation payments by clicking on this website:


http://www.ode.state.oh.us/school_finance/community_schools/default.asp 

DASL/EMIS

· You can access the EMIS user manual from the MDECA site. Click on EMIS and then ODE Informational Links. 
· MDECA has many important links on their web site.  Take the time to become familiar with them.  Their website www.mdeca.org is easy to locate information and is a great learning resource.

· Make sure all the information you input in DASL is correct so that you will have less cleaning up to do in EMIS.

· Follow the handouts you are given at the beginning of the year meeting and the Yearend meeting.  It will detail everything you are supposed to do.

· Submit your data as often as possible.  Any time you make a change you should re-submit your data and review your reports upon receiving them.

· Attend as many training sessions as you can.  EMIS is an on-going learning experience.  You can access the training schedule by clicking on this link www.mdeca.org and then by clicking the Training tab.  You can look at a calendar for DASL training, and a calendar for EMIS training.  Please Note: Contact Gina Rice at 223-1112 Ext. 3010 or rice@mdeca.org to register for any training session

FLICS

· Federal Low Income Count System (FLICS) reporting is to be completed every October. 
· You need to access FLICS through a Web portal account with ODE (also referred to as a “Safe Account”).  There is no training for FLICS, but information is available that explains what it is and how the data is collected, and the timeframe by clicking on this link: http://www.ode.state.oh.us/community_schools/Documents/pdf_docs/FLICS%20memo.pdf
· EMIS coordinators do not have access to FLICS; it is usually given to the Superintendent.  You can apply for a secure account by clicking on this link https://webapp2.ode.state.oh.us/portal/Default.asp?bhcp=1 and then clicking “sign up here” which is located beside “Not an Account holder?”  You will need to enter your Driver’s License # and the last four digits of your SSN.  However, only certain designated people can complete the FLICS reporting.  The EMIS coordinator is not one of those designees.

· ODE does an extract from your SOES and loads this information into FLICS. Students MUST BE coded with the appropriate Disadvantagement code in SOES or there is nothing to extract. Once the extract has been done, there is additional information to update on the FLICS database.

· There are IRN #’s you have to complete for each student as to where they were educated the previous school year.


· It is very important that this is completed as this data impacts the allocation of federal funds.  

· Resident school districts have until mid November to review the data submitted.

EMAD

· Education Monetary Assistance Distribution (EMAD) is used to determine Poverty Based Assistance (PBA) funding, formally known as Disadvantaged Pupil Impact Aid (DPIA).

· EMAD reporting is similar to FLICS, but it is accessed through Ohio Department of Job & Family Services.  

· To help communicate better with district and community school EMAD Coordinators, the Ohio Department of Education (ODE) has added a role of "Coordinator-EMAD" to its online Ohio Education Directory System (OEDS).If you are responsible for doing EMAD for your district or school, please have your OEDS Administrator add your name and contact information to the system under the role of "Coordinator-EMAD." ODE will be extracting email addresses and phone number from the system for future communications regarding EMAD. OEDS will also be used to build a better contact list to post to the EMAD website for all EMAD Coordinators to reference.
· The EMAD site usually opens in March and you have until April 15th to claim your students.

· You can only claim the students who were enrolled on the last day of the October count week (ORC 3313.64 or 3313.65).  If they are your student you click on the box and save it.  When you view it, it will have your IRN # as the school district.

· There are training sessions held in March.  They are usually held in Columbus.  The schedule varies however, you can contact Brad Gregg.  He is very helpful and he is currently the EMAD coordinator for ODE.  You can contact him through email at emad@ode.state.oh.us .
STAFF REPORTING

· Staff can be reported two different ways.  MDECA offers software titled USPS where all the staff information can be input; payroll can be done, etc.  Or, you can manually input your staff data into EMIS. 

· The Treasurer/Superintendent will decide which system they will use.

· If the staff is being reported in USPS, it is loaded into EMIS for October reporting period and for June reporting period. 

· The EMIS coordinator then reviews the information by running the aggregations. Review the aggregations to make sure your teacher information is correct, make any necessary changes, and re-run the aggregations until all your data is error free.

TRAINING

MDECA Getting Started training is required prior to attending most modules of DASL training.  Prerequisites are noted in the course descriptions.

EMIS Open Lab at MDECA from 8:00-12:00 every Tuesday (unless otherwise stated on the EMIS Training Calendar). You need to register to attend and due to the numbers, open lab is more of a workshop (with less time for one-on-one assistance) with those who attend that day. EMIS Open Labs are designed to give users the opportunity to work on EMIS data with MDECA support staff on hand to assist you.  MDECA support staff will be available to answer your questions, provide individual attention, teach you something new, provide an interruption-free work environment, and share ideas.  Users create the agenda for EMIS Open Lab by telling us what your needs are when you register.  When you call to register be prepared to tell us what time you will be here and what DASL/EMIS items you need assistance with so that we can ensure that MDECA support staff will be available.
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