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1. DEFINITIONS FOR COMMON ACRONYMS AND TERMS

Term/Acronym

BOX
CBO
CFSA
DC
DCMR
DCPS
DCRV

DE

DEL

Duplicative
Enrollment
resolution process
DME

e-File
Enrollment Audit
and Child Count
Application
(EACCA)
FERPA

LEA

MKV

OCFO

OER

OSSE

PKEEP

Pre-K 3

PreK 4

POC

SEA

SEAM

SNAP

SY

TANF

UPSFF

usl

Cloudbased collaboration tools to transfelata (residency documentation, requesttc.)
Communitybased organization

Child and Family Servicegehcy

District of Columbia

District of Columbia Municipal Regulations

District of Columbia Public Schools

District ofColumbia residency verification form issued by OSSE annually for lesmby
education agenciesOB@®) and CBOsniverifying residency

Duplicative enrollment

Division of Earljzearning

The process usea tresolve duplicative enrollments betwe@BGS. In most cases, this
process is conducted through the Duplicativediment Application

Office of the Deputy Mayor for Education

Residency documentation file prepared for a remote audit

An OSSE application that displays the enrollment audit and Chiltt @sters and student
level data toCBG and facilitates the audit process through recording the result of each
phase of theaudit, includingauditor results CBQappeals and documentatiosubmission

Family Educational Rights and Privacy Act
Local education agency

McKinneyVento Homeless Agtance Act
Office of the Chief Financial Officer

Office of Enroliment anddgidency

Office of the State Superintendent of Education
PreK Enhancement and Expansion Program
Prekindergarten for 3yearolds
Prekindergarten for 4yearolds

Point of Contact

State education agency

Staewide Enrollment Audit Manager
Supplemental Nutrition Asdance Program
Schoolyear

Temporary Asigance for Needy Families
Uniform Per Student Funding Formula
Unique Student Identifier



2. OVERVIEW

2.1. Purpose

Under 5SADCMR § 3503 and DC Official Code & B8804.02 the Office of the State Superintendent of
Education (S8Skis required to anually collect enroliment counts for children in higbality preK3
(PK3) and pr& 4 (PK4) programs in communibasedorganizations (CBQsas of Oct. 5 of each school
year. A higklguality CBQpre-K program is a program providing peeducation serges to preK age
children operated by a CBO, designated by Q&8Hgh the PreK Enhancement and Expansion
Program (PKEER3 a program meatg and maintaining the high quality standards and eligibility criteria
pursuant to DC Official Code §-282.01 oras provided 5A DCMR 83500seq OSSE is then required to
conduct an annual audit to verify the accuracy of the enrolltreunts, as wellsto identify any
material weaknesses, if any, in the enrollment systems, procedures, or methodology at thev€BO le
OSSE reports the results of the audit to the Mayor, the Council of the District of Columbia, and the
appropriate Conggssional committees

2.2. Applicable Legislation
Sections 102, 106 and 501 the PreK Enhancement and Expansion Amendment Act of 2D08Law
17-202; DC Official Code §8-381.01, et seq.)

Section35020f the District of Columbia Municipal Regulations (DCMR) FifleGhaper 5 (5-A 35
DMCR 8502

2.3. Scope
The enrollment audit for CBOs is an audit of children enrolled irKi@eand pe-K4 in CBOs receiving
PKEEP funds. It includes three components:

1. Residency Verification An audit of children enrolled in pd¢ 3 and pre&K4 in communitybased
organizations receiving PKEEP funds. Upon completion of the enrollment audit, each CBO
receves funding for each enrolled prescheaed student verified as adbiict resident.

2. Age Verification Confirmation that enrolled student eets the age requirements under the
PKEEP regulations.

3. Verification of AtRisk StatusDetermination of whethern preK student qualifies as -aitsk
(students in foster care, whare experiencing homelessness or receive Temporasigésce
for Needy Farnties (TANF), or Supplemental Nutritiors&snce Program (SNAP) benefits) and
is eligible for a supplemental fding allocation.

2.4. PKEEP Funding

ThePKEEP funding rater 202122 school year is 35,718 for 3-yearolds and $5249for 4-yearolds.

The suplemental atrisk allocation is $,815 for pre-K age students in foster care, who are experiencing
homelessness,raeceive TANF or SNAP benefits.



3. ENROLLMENT AUDIT AND CHILDICT®ROCESS OVERVIEW

Issue

Resolution 2nd 3rd 6

I Certification Certification

Pre-Audit
¥ Data Prep

U

2

Trainings

3

Initial
Documentation
Review

3.1. 202122 EACC Calendar

2021DATE EVENMDELIVERABLE
Pre-Audit Data Preparation Phase (Prior to Oct. 5)
April ¢ Pre-Audit Data Preparation PhaséBOsipdate data inEACCA
Sepember
August CBG updates POCs with Division Barly Learning (DER},pkeep.osse@dgov.

August3 MandatoryEnrollment Audit Child Counflraining
Ongoing CBOPreKManagers submit changes @BD name contactor site directoryto DEL

Sept 13 CBG® receive notification of the Enrollment Aullitorkflow Shedule Audit Workflow Schedal
will be in the EACCA.

Data Freeze (Oct. 5)
Oct. 5 CBQo ensure all enrolled students are included on theteody 4 p.m.

Oct. 6¢11 @ CBG@ review and make final corrections to datatie EACC#or student inclusion/exclusion on
the enrollment roste to ensure annual funding based on the UPEKf11 at 4 pm. is thefinal
opportunity for CBG to submitrequeds for missingstudents.

Oct. 12 CBG@ submit First Certification (Unaudited Enrollment and Child Count Anomalies
Acknowledgement) in the EA@C9 a.m:5 p.m.

Initial DocumentationReviewPhasgOct. 18¢ Nov.12)
Oct. 2¢22 Appeal window for duplicate enrollmentdeterminations made during enrollment period one

Varies by Efile submission deadline f@@B@ participating in a remotenitial documentation review phase.
CBO

Varies by Initial DocumentationReview: CB@ preparefor auditorsto review e-file binders remotely

CBO

Issue Resolution Phas@dt.20¢ Dec.3)
Varies by Issue Resolution: Initial residency determinations fiihie remote audit are available f@&BO
CBO review in the EACCEBG upload supporting documentation to resolve residg determinations
found during the emote audit.

Oct. 29 Final day foCB@ to submitrequestsfor Demographic Data corrections

Nov. 4 CBGQshall resolve all demographic errors in appropriate source system by 4 p.m.



mailto:pkeep.osse@dc.gov

Nov. 15 CBG submit the Second Cefitation (Final Demographic Data Elements) in the EAGC#&AmM:5

p.m.
Final Appeals Phase (D8g, Dec. b)
Dec.3 CB®G submit requests vih supporting documentation for final appeals for residency issues in

the EACCA b$1:59 p.m.
Dec.6¢7 CBG re®ive notification of granted final appeals via the EACCA
Dec.8¢10 Final Appeals Phase: OSSE facilitates final appeals for residency
Dec.15 CBG@ can view all final determinations in the EACCA

Dec. 16 CB® submit ThirdCertification (Final Audited Erwliment Numbers Certification)n the EACCA.
9 a.m:5 p.m.

*Phasealatesoverlap as a collective, but not for individi2B®. Please see theEnrollment Audit
Workflow Schedulén the EACChor CBGspecific dates



3.2. Enrollment Data Certifications

CBG® shalkertify the validity, completeness and accuracy of @@Q@ata and acknowledge final
enroliment numbers by completing three enrollmeanidt certifications within the EACCA.

1. The first certification captures the universe of students enrolled inthe80O t Y 9 9 t

each of whom should be included in thereiment audit. The first certification also confirms
that the correct subsidy atus is marked for each enrolled student.

2. The second certification certifies that the demographic data (e.g., ndate of birth, address)
for each PKEEP student are accuratdid and complete.

3. The third and final certification captures the acknowledginef final enrollment numbers and
demographic information used for funding.

All certifications shall be made bthe PreK Manager via electronic signature in the EACCA.

Catification Name | 2021Due Date | Purpose of Certification

First Certification Oct. 12
Unaudited 9 a.m:5 p.m.
Enroliment and

Subsidy Recipient
Acknowledgement

Second Certification  Nov. 15
- Final Demographic 9a.m-5 p.m.
Data Elements

Third Certification- Dec. 16
Final Audited 9 a.m:5 p.m.
Enrolment Numbers
Acknowledgment

CBQacknowledges that enrolimentadain the EACCA
includes all students enrolled at ti@BCas of Oct. 5

CBO acknowledges that enroliment data includes accur:
identification of subsidy recipient students

Failure to complete this certification means that OSSE w
O2yaiRSNI (%K 302 dataliodd actur@té througt
passive approval for the purposes of the enroliment audi
and will utilize that enrollment roster, as, f®r the audit
CBO acknowledgesahthe demographic data for each
PKEEP student in the EACCA are accurate, valid and
complete for all students enrolled at the CBO as of Qct. £
2021 (outside of residency and duplicative enroliments);
Failure to complete this certification means that OS8E
O2yaARSNI 0KS /. hQa SyNRff
students enrolled at the CBO as of Oct. 5,2@Pbe
accurate, valid, and contgte through passive approval for
the purposes of the enrollment audit

Acknowledges the final audited PKEEP enrollment numk
after the final appeals processdemplete.

Of I

a

a
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4. PREAUDIT DATA PREPARATION

Pre-Audit
Data Prep

Trainings
t=3

CBG® have frormow until Oct. 5 at 4 p.mto makeinput student record (and edit/update recordsp
student enrollment in theEACCAo ensure all students enrolled on Oct. 5 are identified correctly in the
EACCACBQ must handle personally identifiable information (Pll) of studa@atsomplete the

Enrolment Auditand Chill Count requirements. ThéBGshall follow all applicable Family Education
Rights and Privacy Act (FERPA) laws accordingly.

Final
Appeals 3rd

Issue

Resolution

Certification Certification

Reporting
Initial N

Documentation

Review

4.1. Data Quality Terrs
All data shall be valid, complete and accur&ieder federal and local lau;B3 are responsible for
maintainirg records for data reporting. For the purposes of the enrollment audit, OSSE defines
maintenance of records as:

a) entering accurate data;

b) updaing data promptly and accurately upon notification of any changes; and

€) ensuring accuracy so the system of recoodrectly reflects all students and their environments

under the purview of theCBO

Accurate The data correctly representsality
Valid All values entered conform to OSB&mitted values*
Complete All required data elements contairalues

*OSSkermitted values can be found in thiata elements sectio(4.4)below.

4.2. Residencyerification

All preK 3 and prK 4 studats for whom a CBO receivBseK Enhancement and Expansion Program
(PKEERWuNdSs shall be residents of the Distrof Columbia. To establish bona fide residency, the person
enrolling the students shallemonstrate compliance with all three of the followji requirements,

annually:

a) If anyone other than the parent is enrolling the student, establish that they aredhé
guardian, custodian, or other primary caregiver, as set forthAnBCMR § 500a seq. and
specifically defined in-B DCMR 8 5099, it proper documentation such as a custody order, or
Fy G20KSNE LINAYFNE OFNBIAGSNI F2NXNT

b) Establish a physical pgs/ OS Ay GKS 5A&A0GNRAOGZI RSTAYS

|.

R
of a place of abde with the intent to dwell for a continuous periodo G A YSE T Y R

I a



¢) Submit valid and proper documentation that establishes bona fide residency as set foff in 5
DCMRE 5004. The student residency verification process requires CBOs review documentary
proof of residency during the enrollment period each yéaummer 2021 through Oct. 5). CBOs
I NB NBIdZANBR (2 NBGASS SIFIOK adGdzRRSIWiaQ NBaiARSyO
documentation and verification forms are complete, legible, and valid prior to Qcthéfirst
certification date

See theDER Handbooénd training for more information on the required residency doemtationand
refer to the COVIBL9 relatedOSSE Guidance Documefmisupdated guidance on enrollment and
residency verification in response to coronagi (CO\D-19).

4.3. Age Verification

/. h&a N8B NBIldANBR G2 02ftf SO0 R2O0OdzyS ¢Klstidergsyshalli KI (i @&
be 3 years old by Sept. 30, 202nd preK4 students shall by 4 years old by Sept. 301202

Acceptable documentsforverf A OF GA 2y 2F | OKAftRQ&a 38 AyOf dzRS 2y

1.  Afull size original birth certificate. The birth cedifie shall include the name of the parent(s) or
guardian(s) requesting services:

2. A birth certificate in a notfEngish language with a certifietranslation.

4.4. Ensuring Accurate, Complete and Valid Student Records

CBOs shall ensure all students enrollethenlPKEEP ar@ccurately reflected in the EACCA. CBOs have
until Nov. 4, 2021, 4 p.m. to make changes in the EACCA to the data elements listew. This
ensures student data were entered correctly in the application.

Last Name The legal Ist name of the student. It is the name carried in common by
YSYOSNE 2F | LISNE2Y Q& FI YA & ZaldidNJ
content last name given to a person after birth (e.g., birth, baptism or other
naming ceremony certificateyr birth veiification document) or through legal
action (e.g., marriage, divorce, adoptions or legal name change).

First Name The legal filsname of the student. It is the name given to an individual after
birth (e.g., birth, baptism or other naming enonycertificate; or birth
verification document) or through legal action (e.g., marriage, divorce, adog
or through legal name change).

Date of Birth (DOB The day, month and year on which the student was born documented on ai
official government cdificate.

Street Address The number and name of the unit and street (and apartment, if applicable)
where the student resides.

City The citywhere the student resides.

State The abbreviation for the state (within the United States) or outlying area in

which the student resides.


https://osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/2021-22%20School%20Year%20Office%20of%20Enrollment%20and%20Residency%20Handbook.pdf
https://osse.dc.gov/page/guidance-and-resources-covid-19-related-closures-and-recovery

Zip Code

Gender

Ethnicity

Race

Grade Level

Residency Status

Homeless

The number that identifies the postal delivery area in the United States in w
the student resides.

I O2RSR @I fdzS NBLINBaSyiadAy3a GKS ai
sex or perceived sex and incléde I LISNE 2y Qa4 LISNOSA G
behavior,whetherthat identity, appearance, or behavior is different from tha
traditionally ssock 1 SR A GK | LISNE2YyQa &SE |
/ .ha N8B NBIJdANBR (2 O &ida NMIOS 24
2NJ gtb2d | AaLl yAO 2NI[FdAy2¢ F2NI GF
closely identifies. The complete definitiontdispanic and Latino is found in
Appendix 13.1.

CBOs are required to categorize students in one or morhefive permitted
race codes for which race(s) the student most closely identifies. Categories
be mapped by the CBO to the five fedeae categories: American Indian an
Alaska Native Non-HispaniéLatino, Asiarg Non-HispaniéLatino, Black or
African Americarg Non-HispaniéLatino, Native Hawaiian or Other Pacific
Islander¢ Non-Hispanid.atino, White¢ Non-Hispanid_atino. More compte
definitions of these race classifications are fduoelow inAppendix 13.1.

The grade level or pnary instructional level at which a student enters and
receives services in a school or an educational institution during a given
academic sssion, as permitted in the EACCA, and alignathtaelements in
Appendix 13.1.

The CBOs deterimation that the student is or is not a resident of the District
Columbia based on provided documents to support residency claim.
Individuals who lack a fixed (permanenggular, and adequate (acceptable)
nighttime residence; or as defined McKinneywento.

4.5. Enrollment Audit and Child Count Application
The Enroliment Audit and Child Count Application (EACCA) is thbageld patform for community
based organizations<CBO¥to enter student enrollment data for thEKEEBlassrooms. Thigpalication

is used for both Local Education Agencies (LEAs) alsell / . ha ® &/ KAt R [/ 2dzyié
is a federally mandated &eity that serves as the official special education enroliment number for the

District of Columbia.

The applicabn allows OSSE to view the individual student records and ennadlrosters throughout
each phase of the audit. Student rosters are credtech data pulled from the data the CBO enters
directly into the EACCAheEACCA:

1 Provides a secure method to upld student residency and age verification documentation for

appeals eliminating the need to upload multiple versions of excel spreadsheets;

1 Allows CBOs to view in negeal time, enrollment student counts as they relate to the
enrollment audit;

1 Allows CBs to view in neareal time, enroliment and residency determinat®throughout the
Initial documentatiorReview, Issues Resolution and Figdpeals phases; and

1 9yKIyOS8a

2Vt ¢

h{{9Qa O02YYdzyAOlGA2y (G2 /.ha GKNRdIAK2



4.6. Data Snapshbof Enrollment Data as of Oct. 5

OSSE takes a snapshot of enrollment data onQaollected from alCBQ@ to reflect the enrollment
as ofOct. 5.CB@ haveuntil Oct. 11 at 4 p.m.to make corrections to student enrollment in tEACCA
to ensure all erolled students are identified coectly in the EACCAr the First Certification on Oct. 12.

4.7. Technical Asistance

OSSE has assigneB@ an GGSECBOLiaisonwithin OERANtonio Cannon who can be contacted at
antonio.cannon@dc.gaAdditionally the DELPGCcan be contacted gtkeep.osse@dc.gov

4.8. CBOPoints of Contact (POCs)
Each CBO is required to lgaR OCs for the annual enroliment audit. Each POC plays a critical role in the
enrollment audit (see chart below).

Participating in the emliment audit requires CBO POCs to handle personal identifiable information of
students; therefore, CBOs shall folla applicable Family Education Rights and Privacy Act (FERPA)
laws accordingly.

OSSE will not contact or commaate with CBO staff meipers beyond the PH Manager and the
designated enrollment audit POC for the enrollment audit. CBOs with multigfeasieking on the
enroliment audit are advised to develop a plan for sharing enroliment audit information ameirg th
respective staff meipers as necessary.

The current list of POCs is available for CBOs to review with the designated OSSE POC. Changes
throughout the school year shall be communicated to OSSE. THe€ Mamager shall contact the OSSE
CBO POE! pkeep.osse@dc.gaguto submit changes to site information. CBOs should also include
osse.enrollmentaudit@dc.gan all enroliment audit communications to enswakrelevant staff

receive necessary updates.

PreK Manager Responsible for overall management and administration; coreplatl
certifications for the enrollment audit

CBO Enrollment Coordinates and manages tearollment aulit, including ensuring deadlines

Audit POC are met, reviewing data for accuracy and completeness, preparing for site

visits, coordinating documentatigrand uploading documents

4.9. Residency Documentation Preparation

AllCBGQ are required tocomplete theenrollment audit usirg the e-file methodfor the 202122 SY
Document preparation instructions forféde document reviews can be found in thetial
Documentation Reviesection.



mailto:pkeep.osse@dc.gov
mailto:pkeep.osse@dc.gov
mailto:osse.enrollmentaudit@dc.gov

4.10. Audit Workflow Scheduling

The audi workflow lays out eaciCBQ@ timeline for completing the enroliment audit. Auehibrkflow
schedulesare uploaded into the EACGw August The CBQ's responsible foreviewing thedates listed
in the audit workflowtable and ensuring all deadlines are tne

Audit Workflow Dates

CBO Name efile Deadline

Educare of Washington  June 22nd 2021, 11:59:00 pm May 241

*Note: this is a mock and not real data for the audit.

5. ENROLLMENT AUDIT TRAININGS

2\

Trainings

To ensure thaCBCEnroliment Audit POCs havestong understanding of any policy or process changes
regarding the yearlgnrolimentaudit, OSSE hosts severalitrings in advance of thaitial

documentation review phase targeted toward t@#8@ Enroliment Audit Point @@ontact (POCCBG

shall sendat least one participant for EACCA trainings. OSSE may inforRréi€ Manageif no
representative from theiBOattends the training.

5.1. Enrollment Audit Child Count Application Training

The EACC portion of the training aims to inform CBO Enrollmerit ROEs on the enroliment audit, its
application,purpose,and timeline.The EACCportion of the trainingaimsto inform CBCEnrollment

Audit POCs on the key application relevant to the enrollment audit. The training is a collaborative effort
between OERral the Office of the Chief Information Officer @BD. The training involves technical

guidance and processes rmsary to successfully navigahe enrollment audit The training will include

BOX functionality, guidance to avoid upload errors and step®tdbleshoot prior to submittinga

request for technical support from OSSE f Sy NRB f f Y S yelicouageidaitend the/ Q& | NB
session ach school year.

5.2. PreK ManagerTraining

ThePreK ManageiTraining provide€BCPreK Managersvith guidance on bw to complete
certification at the three certification points during the enrollment audit. It is encouragedlibPre-K
Managergo attend the session each school year.



6. FIRST CERTIFICATION: UNAUDITED ENROCEREIRICATION

1st
Certification

Thefirst certification of data is crucial to eadbBA & & dz00Saad Ay GKS SyNRffYSyi

to flag any data issuesd ensure that theaCBOreceives the full amount ®#KEEP fundirfgr each
PKEEP student confirmetigiblethrough the Enrdinent Audit The fist certification pupil counts are
used to determine the€B@ BKEEP Fundinghe key dates and actions are:

Oct 5at4 p.m.
OSSE freezes enrollment data submittedBG.

Oct. 6 through Octllat 4 p.m.
CBOs review their data in the EACCA to endwaedll students enrolled in theKEEElassroom(sas of
Oct. 5 are accounted for on the roster. This includes:
1 Resolving duplicative enroliment with another CBO or local education agency (LEA);
1 Making corretions to student records in the EACCA to enalfelemographic data for students
enrolled in PKEEP are accurate; and
1 Reviewing and confirming that all subsiégipients are correctly identified.

After Oct. 11

CBOs cannot add additional students to the enroliment audit roster under any circumstances after 4
p.m. on Monday, Oct. 12021. It is critical that the CBO enssitkat all students for whom the CBO
seeks PreK Enhancement and Expansion fundjrimased on the fiscal year 2022 projected enroliment
(i.e., attending as of Oct. 5) are on the enrollment audit roster in the EACCA.

Oct. 12 at 5 p.m.
PreK Managershall canplete the first certification in the ACCA between 9 a.m. and 5 p.m.

6.1. Amending the Unaudited Enroliment Rosteifter First Certification
CBG® are responsible for certifying accurate, complete and valid studeiat dfathe event the data
certifies is incarect, the CBGshall complete the follwing steps to resolve.

Addinga Student

If a CBO determines that a student shoulddoeled tothe PKEEP student roster in the enroliment audit

child count applicationthe CBO should complete the belémi SLJA ® t £ S aS y24GS GKI

Information Tebnology (CIO) team will process requests.

h



1. CBO submits request tdd missing student(s) into the EACCA

a. Note: The request must be submittelirectly to the DEPQC atpkeep.osse@dc.qov.

b. Once the DEL POC nolvledges receipt of the request, the COB will submit the below data
elements for the requested students through the CBOs Box piortgbdf. The request
should include:

i.  The datethe student enrolled into the PKEEP classroom
ii.  Explanation for why the student wamt included in the data capture
iii.  Student information (first name, middle, last nani¢Sland DOB
2. CBO contactthe DEL PKEEP PO@katep.osse@dc.gdwe confirm that the student record(s)
was submitted to BX
3. OSSE sends CBO notification indicating that the request is accepted, rejected, or to request
additional information

Removing a Student

If a CBO determines that a student should be removed from the PKEEP student roster in the enroliment
audit child couhapplication,the CBO should complete the belémi SLJA ® t f S asS y24GS GKI
Information Technology (CIO) team will process requests.

2. CBO submits request to remosgtudent(s)from the EACCA

b. Note: The request must be submittelirectly to the DEIPQC atpkeep.osse@dc.gov.

c. Once the DEL POC acknowledges receipt of the request, the COB will submit the below data
elements for the requested students through the CBQg(Bortal in apdf. The request
shouldinclude:

i.  The datethe studentunenrolled into the PKEEP classroom
ii. Student information (first name, middle, last nant¢g and DOB
3. (BO contactshe DEL PKEEP PO@katep.osse@dc.gdwe confirm that the studet record(s)

was submitted to Box)

4. OSSE sends CBO natification indicating that the request is accepted, rejected, or to request
additional information
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7. INITIAL DOCUMENTATION REVIEW

(3N

Initial
Documentation
Review

The initialdocumentation review phase of the enroliment audithe process wherein OSSE auditors
review residency documentatiaemotelystarting MondayNov. 15, 2021 and ending on Friday, Nov.
19, 2021.Initial documentation review dates can be founid the EACE, within the overall Audit
Workflow Schedule

7.1. Enroliment Audit Initial Documentation Review Scope
h{{9 IdZRAG2NE oAff NBDGASSG SOSNE adGdzRSyiQa 5/ wSaa
supporting residency forms wheapplicable (Other Primary Gagiver Form, Sworn statement, etc.).

OSE2 & NI éippbriing r2sfdency documentation will depend on whether an individual PKEEP
studentLJr NI A OA LI §Sa Ay dhikGreGagranii NA O Qa adzoaiARAT SR

Non-subsidy students

Stucknts who do not participatenithe subsidize@hildcareprogram shall hava compldéed DCRYV form,
valid supporting residency documentation and age verification documentatiémformation on valid
supporting documentation can be found in the Residency Matibn section of this handiokand at
the OSSE Enrollment Audit websiliethe supporting documentatiois ultimately rejected by the
auditor, that student will be caated as an unverified residéor flagged for an age error and the CBO
will not reeive funding for that student.

Subsidy students
{GdzRSy 1a 6K2 LI NIHAOALI OGS Ay (GKS 52 wilioNgir@éda 2 F / 2 dzY
completedDCRYV form but do not need to provide vaighporting residency documentation. These
students musbe accurately identified by the CBThe CBO will be responsible feviewing and
confirming the subsidy student information in the EACCA. [CiB@determines that a subsidy student
was not capturd in the OSSE verification process, the CBO can sabrissue resolution and submit
the requiredvalid supporting residency documentation to confirm eligibility and enroliment in the
PKEEP.

7.2. Supporting Residency Documentation Preparation

All CBOs are reiyed to complete their initial documentation revievwmotely.

7.2.a. Document Preparation for Remote Document Review


https://osse.dc.gov/service/enrollment-season-supporting-leas-schools

CBG mustcomplete their initial documentation review through a remote docunaian review. A
remote document review requires the creation asabmission of diles. For the 20222 school
year, GBSE will use BOX as the platform for providing tfiese The EACCA will have a link directly
to the school folder in BOX for uploadingrellment audit efiles. The diles must contain the
requireddocumentation for all enrolled students.

Location of=file Folder for Upload
1. CBGQ have several folders within BOX, relevant to different purposes with OSSHil€hsloads
should be uploadedtoth€B@& . h- F2f RSNJ yI YSReéd 9y NRf f YSyid ! dz

2. BOX access will be based upon tBCEnNroliment AudiPOC roleCB® must ensure tl
appropriate staff member(s) amssigned as th€BCOEnroliment Audit PO@rovided byDELN
the PreAudit Phase.

Prepare Student-gles for Remote Review
1. Organize thdCRYV form and all applicable residency verificatiom$oand supportingesidency
documentation {e.,OPC Form) into 15 GB (max) .pdf files.
2. Files should be created and loaded into the Enroliment Audit BOX folder in the following order:
a. School
b. Student I&t name, student first name
i. Student names shall aligwith spellings as displayed in the EACCA
ii. Include student date of birth if more than 1 student has the same first and last

name
Name -
Mame Andrews, Delia
Doe, Jane
School Doe, John
Smith, Patricia
Williams, Sam
3.LT I a0OK22fQa 9yNRffYSyd | dzRliniis, breakltbdzgroupih 2y F2f R

half, alphabetically by & name (Ex. AVl, N-Z)
4. In each student folder, the supporting residency documentation should immediately follow the
DCRYV form for that student.
5. Age verification documents should immediately follow tkesidency documentation
Submit final files bydesignaed e-file due date in the EACGACBOSs will have access to the
folders up through this date to change as needed.

o

While efiles are due ore-file due date listed in the EACQO2BOs will still be ass&phaninitial
documentation review day that initiatebe phases of issue resolutiobetails on these dates will be
released with theaudit workflow schedule in the EACCA




7.3. Initial Documentation Review Day
Efile

AllCBOswill be assignedralnitial Dbcumentation Review datd his date is when the audite will
begin remote review of documentation and recording of determinations. It is also the start date for
all subsequent followp requirementdo be completedby the CBO

7.4. Initial Documentation ReviewClosure
Efile

At the coclusion of the remote docunm review, theCBOwill be able to viewnitial
Documentation Revieweterminationsin the EACCCA

8. ISSUE RESOLUTION

Issue
Resolution

\&/

During the issue resolution phageB@ shall respond tauditor rejections fran the initial document
review phaseDepending on théssue or rejectionCB@ shall respond to auditors and OSSE as promptly
as possible during this period to ensure timeliness of data reconciliation thi®@yt phongemail and

the EACCA.

8.1. Issue Resoliion Response

The timeline for issue resolution @Gspecific and outlined in the EACCA Audit Workflow Table. Each
CBGshall be responsible for reviewing their issue resolution timeline and ensuring all deadlines are met.
CBG@ can review th status of eah student in the EACCA at the start of their issis®lgion phaseThe

issue resolution timeline will not follow the strict business day counts used in prior enroliment audits.
Theauditor review time may be different depending @BCenroliment size ad the enroliment sizes of

other CB@ scheduled on theame day. Howeve€BG will havdive business daysluring issue

resolutionto respond to all auditor determinatiorfsom the initial document review phase

When respondingo the auditor findingsthS  dzLJ 2 RSR R20dzyYSy Gl GA2ys Ydzi
bona fide District residency. See thé-R Handbodior information on regiired residency

documentation and refer to th€OVIBE19 related OSSE Guidance Documéortsipdated guidance on
enrollment and residency verification in response to CO1AD



https://osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/2021-22%20School%20Year%20Office%20of%20Enrollment%20and%20Residency%20Handbook.pdf
https://osse.dc.gov/page/covid-19-related-osse-guidance-documents

The documents arthen reviewed by OSSE audit@sd aseconddetermination is rendered and

documented in the EACCA. If t8B@school does not agree with determinations rendered during the
issueresolution phase, a request for a final appeal mushize using the EACCADgc.3, 2021,

11:59 p.m If appealingCB@& Y dza i dzLJX 21 R R2 OdzY Sy (i lreSideBcystaiu® NB a2t ¢
directly in the EACQO#y Dec. 3, 3021

IfaCBCrailsto respondi 2 | & (i dzBsfighdy Qtatus 5y2the close dfetissue resolution response

period, theCBQO I yy 24 adzo YA UG | FAYLFE | LIISFE T BEioasikdeds a i dzR Sy
the residency determination final for students without an issue resaturesponse from th€€BCas

acceptance of thauditoN Hlegision

IftheCBOF I Afa G2 FAdGSYLIWG G2 NBaz2ft@gS (KS aidtdzRSyidQa NBa
letter of exception must be submitted to OSSE documentingrifssedresolutionperiod withinfive

business days of the missed resadut period. Even if a l&gr is submitted, the decision to allow the

exception remains with OSSE. The letter can be sent via enaittoenrollmerdaudit@dc.gov

8.2. Duplicative Enroliments

If a studentis enrolled in more than one CBO or LEA, OSSE will use documentation from the CBOs and

attendance records to make an enrollment determination. To resolve a duplicative enrollment, CBOs are
required tosubmit all applicable documentation listedthe hiearchy tables below through the EACCA

by Oct. 22, 2021. OSSE will evaluate the documents using the hierarchy order identified below to make a
determination byNov.5, 2021.

OSSE will first consider tdecumentation shared within the firdével of the hiearchy identified below.

LT GKAAa R20dzySyidlridAzy R2Sa y2id LINRP@GARS Ot SINJ YR
the current school year, then OSSE will consider the totality of the dociati@m shared in the first and
secondlevels of the herarchy. If this documentation does not provide clear and convincing evidence of

0KS aiGdzRSyiQa SyNREfYSYyid FT2N) 6KS OdNNByd aoOkKzz2f @&
documentation shared ithe first, second, and third levels the hierarchyand make a final

determination.

LF I /.h RAAFANBSE 6AGK h{ {9 QémoRdpies MaFACOAMbg v = (1 KS
Dec.3, 2021.

Hierarchy order for Acceptable Documentation
Duplicatively Enrolled in a

CBD and an LEA

1. Enrollment/Withdrawal The CBO shall provide current school year enroliment or withdray
Forms documentation signed by the parent/guardian. The documentatio
should identify the date the student entered or exitdtetprogram
and includesignatures from the enrolling pan¢/guardian and a
program official. Additionally, if available, the program should
provide the Request for Student Records or confirmation from the
receiving CBO verifying enrollment or withdrawal.



mailto:osse.enrollmentaudit@dc.gov

2. Attendance / Disciphe OSSE will review attdance records from Sept. 28 through Oct. 26
Records For CBOs with an intersession break scheduled during the specif
time period, an equivalent number of days fordgohool attendance
will be added to theend of the stated time Additionally, if available
the CBO should submit Discipline Records and/or Unusual Incide
Report for this stated time period.

3. Schoolwork The CBO shall submit two pieces of schoolwork or exam
documentation that include thefsdzR Sy i Q &1 KySI YaSiXzR/
handwriting where possib| and the date of the work from Sept. 28
through Oct. 26.

8.3. Demographic Data Elements

Demographic datantries forstudentsmust be entered directly o the EACCA.

For resolving issues with demographic data eleme@B3 must complete the following
1. Confirm all demographidata is correct in thEACCA

In the event arCBChas caonpleted all the steps above and has been unable to fix the demographic
issue,an emailrequestto antinio.cannon@dc.ggwlescribing he technical issu¢he CBChas incured.

All enrollment audirequestsmustbe submitted byCB@ no later than Oct.29, 2021to ensure
adequate time for OSSE to respond before the end of the Issue Resolution phase.

CB® haveuntil Nov. 14, 2021at 4 p.m. to resolve and correct data directly in tBEBACCACBOsnay
submit questios about data values for specific students aaduest support from OSSE on resolving
data errors and anomalies through the Box request, particularly for data elements that cometier
District agencies.

The following table lays out the data elemengsted during the audit and the pathways foisving

errors in the student record during the Issue Resolution phase. (Please alspsaelix Afor a full list

of all data elements used in the enroliment audit ahdir source systems). OSSE recommends regplvi
errors as quickly as possible within the Issue Resolution period to make sure all necessary changes from
the source system to the A CA are accurately reflected.

DC Residency Residency status  OSSE auditor via site vis Provide corrected
residency documents
Duplicative Duplicative OSSE determination afte Provide required
Enrollment Across Enroliment receivingdocumentation duplicative hierarchy
CBOs and LEAs from CBOs, if applicable documentation to claim
prior to or on Oct29, the student as enrolled

2021


mailto:antinio.cannon@dc.gov

Student Demographic Name;
Information Date of Birth;
Address;
Gender;
Ethnicity;
Race;
Grade

At-risk Homeless

SNAP/TANF

Under the care of
CFSA

CBO uplads into EACCA

CBO entry of homeless
at-risk indicator

DC Department of
Human $rvices (DHS)
feed

DC Child and Family
Services Agency (CFSA)
feed

Resolving Denographic Conflict After 2 Certification

No appeal data
corrected though EACC/
by Nov. 4, 2021

No appeal data
corrected through EACC
during issue resolution
phase by Nov.4, 2021
No appeak CBO submits
Boxrequest to resolve
inconsistencies by Oct.
29, 202

No appeak CBO submits
Box request to resolve
inconsistencies by Oct.
29, 202

In the event arCBChas completed all the steps above and has been unable to fix the demographic
issues after 29 Catification, arequest must be submitted via, BAXgludingthe CBO Data Template

with the relevant data fields copteted.

After the request is submitted, the CB@ustemailpkeep.osse@dcay and Antonio.cannon@dc.goto

provide notification of the requds



https://osse.dc.gov/sites/default/files/dc/sites/osse/service_content/attachments/CBO%20Demographic%20Conflict%20Correction.xlsx
mailto:pkeep.osse@dc.gov
mailto:Antonio.cannon@dc.gov

9. SEECOND CERTIFICATION: FINAL DEMOGRAPHICEMEN &
CERTIFICATION

Pre-Audit Final
Data Prep 1st Resolution 2nd Appeals 3rd

Certification

Issue

Certification Certification

Trainings Reporting

Initial

Documentation

Review

CBOs shall submit the Second Certification (Final Demographic Data Elements Certification) directly in
the EACCA no later than 5 p.m. (ESillNov. 15, 202.

Through the secondertification, the CBO acknowledges that thev.14 student demographic data

entered into the EACCA are accurate, valid and complete (outside of residency and duplicative

enrollment).

Failure to complete this certification means that OSSE will consiferth . h Qa RIFGF (G2 oS I O
through passive approvéor the purposes of demagphic data (excluding disputed residency and

duplicative enroliment determinations) for the enroliment audit and will utilize that enrollment roster,

as is, for the audit.



10. HNAL APPEALS

Final

Appeals

2/

LF G4KS /. h RA &eéteanmdat®iiof résidénsy oduglidatv@enrollifent (in the Issue
resolution phase), the CBO can request a final appeal through the EAICf@fuests for final appeals
for residency status must be receadd by 11:59 p.m., De®, 2021.CBQ will receive lte scheduled data
and time of the requested final appeal by Déc2021.

10.1. Requesting a Final Appeal

Final appeal requests are processed through the EACCA. To request a final appeal to resolve residency
determinationsCB@ must have:

1) Attempted to resolvelie residency determination or duplicative enroliment during the issue
resolution phase; and

2) SubmitteR | RRAGAZ2Y I f &dzLILR2 NIAYy3I R20dzySyidldAazy GKI G
status or confirms erollment at a duplicative enrolled school.

As pat of the final appeals request, the CBO shall upload the residency documentation for review. It is
strongly suggested that CBOs request an appeal as soon as corrected documentation is uploaded into
the EACA.

If the CBO fails to attempt to resolve theBRtS y 1l Qa NBaAARSy Oé aidl Gdza RdzZNAYy 3
(and is now not eligible for final appead) letter of exceptiorshallbe submitted to OSSE documenting
the missed resolution period. The lettgrall be sent via email tosse.enrollmentaudit@dc.gov

10.2. Final Appeal Scheduling

Final appebmeetings, if neededare held from Ded through Dec. 0. CB@ must upload additional
and/or new documentationat the time the request for final appeals is madd|. appeals must be
requested byDec.3, 2021.

Final appeameetingsare conducted with a panel of OSSE offi@aald auditorasvho make the final
determination regarding the status of a stude@BCQrepresentatives are assigned a time with the panel
to review submitted documentation and engage in a focused discussion tbavéinal determination

The outcomes of final appeals are updated in the EACCA within one busineG8@aganview all final
deteminations byDec. 15, 2021


mailto:osse.enrollmentaudit@dc.gov

11. THIRD CERTIFICATIEINAL AUDITED ENROLLMENT NUMBERS
ACKNOWLEDGEMENT

The third certification shall be completed by t&BCPreK ManagePOC via electronic signature in the
EACCA. They shall confirm the final auditecbbment numbers no later thab p.m. on Dec. 16, Z1.

This certification ensures th&@BG@ have receivednd reviewedhe outcome of the2021-22 school year
enrollment audit.

If aCBCQdoes not confirm the final, audited enroliment numbers by the deadladditional follow up
may beconducted directly \wth the PreK Manager





















