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Public School Academy / School of Excellence
Master Calendar of Reporting Requirements
July 1, 2024 — June 30, 2025

DUE DATE REPORT DESCRIPTION SUBMIT TO:
July 1 Board Adopted 2024-2025 School Calendar/School Day Schedule. CSO
July 1 Board adopted Annual Calendar of Regularly Scheduled Meetings for CSO
2024-2025.
July 1 Board Adopted Annual Operating Budget for the General Fund and CSO
School Service Fund for 2024-2025.
July 1 Budgeted Enrollment Number for 2024-2025. CSO
August 1 Board Resolution appointing Chief Administrative Officer for 2024-2025. CSO
Must be a board member.
August 1 Board Resolution appointing Freedom of Information Act Coordinator for CSO
2024-2025.
August 1 Board Designated Legal Counsel for 2024-2025. CSO
August 1 School Safety Liaison for 2024-2025. CSO
August 30 4" Quarter Financial Statements — quarter ending 06/30. CSO
August 30 Hylant Insurance Policy Submission. CSO
September 6 GVSU Check Directions (Where do we send checks for the 24-25 FY?) CSO
September 6 Board approved Student Handbook 2024-2025. CSO
September 6 Board adopted Employee Handbook 2024-2025. CSO
September 6 Copy of School Improvement Plan covering 2024-2025 academic year. CSO
September 6 School Contacts Update Certification. CSO
September 13 | Updated Waitlist Number for 2024-2025. CSO
September 16 | School Logo CSsO
October 3 Staff Roster (GVSU Format). CSO
October 3 Annual Nonprofit Corporation Information Update for 2024. CSO
October 3 Unofficial Count Day Submission. CSO
October 10 Criminal History Record Registration- New Schools. (CHRISS) CSO
October 10 National Student Clearinghouse information-high schools only (see CSO
Epicenter task).
November 1 Audited Financial Statements for fiscal year ending June 30, 2024. (See CSO

MDE Website, https://www.michigan.gov/mde, for MDE due date.



https://www.michigan.gov/mde/services/financial-management/audits

DUE DATE REPORT DESCRIPTION SUBMIT TO:
November 1 Management Letter (comments and recommendations from independent CSO
financial auditor) for fiscal year ending June 30, 2024, if issued. If a

management letter is not issued, a letter from the Academy stating a
management letter was not issued is required to be submitted.
November 1 Annual A-133 Single Audit for year ending June 30, 2024, is required if CSO
over $750K in federal funds have been expended. If a single audit is not
necessary, a letter from the Academy stating as such is required to be
submitted.
November 1 1% Quarter Financial Statements — quarter ending 09/30. CSO
November 15 | Alternative Education Data Collection, if applicable. CSO
December 2 Transparency Page Update Certification. CSO
December 13 | MDE Benchmark Assessment Grant Verification. CSO
January 10 Staff Roster (GVSU Format). CSsO
January 10 School Contacts Update Certification. CSO
January 10 Emergency Operations Plan. CSsO
January 30 2" Quarter Financial Statements — quarter ending 12/31. CSsO
January 30 Board Member Annual Conflict of Interest. CSO
January 30 Schedule 6 Certification. See task for more detail. CSO
February 14 Annual Education Report. The deadline changes for this each year. CSO
Please be sure to check mischooldata.org for the updated templates or find
them in the Epicenter Task.
April 14 Ensuring Access to Federal Funds-Significant Expansion Notice CSO
April 30 3 Quarter Financial Statements — quarter ending 03/31. CSO
May 15 Notice of Open Enrollment & Lottery Process or Open Enrollment & CSO
Lottery Process Board Policy for 2025-2026.
May 15 Offered Seat Schedule per Grade. CSO
May 15 Waitlist for 2025-2026. CSO
June 2 Certificate of Boiler Inspection covering 2024-2025. CSsO
June 2 NWEA Counts for next academic year. CSO
June 13 Copy of Notice of Public Hearing for Annual Operating Budget for 2025- CSsO
2026.
June 26 2024-2025 Log of emergency drills, including date, time, and results. See CSsO
Epicenter Task for template.
June 26 Board adopted Letter of Engagement for year ending June 30, 2025, for CSO
an independent financial audit.
June 26 Food service license expiring in 2025. CSO
June 26 Points of Pride for Annual Report. CSO
June 26 School Description for Annual Report. CSO
June 26 Scholarship Dollars awarded to graduating seniors (High Schools Only). CSO



https://www.mischooldata.org/

DUE DATE REPORT DESCRIPTION SUBMIT TO:
June 26 Alternative Education Data Collection, if applicable. CSO
June 26 Total number of graduates (High Schools Only). CSO

Ongoing Reporting Requirements
July 1, 2024 — June 30, 2025

The following documents do not have a set calendar date; however, they require submission
within a certain number of days from board action or other occurrence.

DUE DATE REPORT DESCRIPTION SUBMIT TO:

Date notice is Academy Board Meeting Record of Postings — cancellations, changes,

posted special meetings, emergency etc. Must include time and date of actual CSO
posting. Meeting schedule should be available on academy website.

7 days prior to Board packet- including Agenda and all attachments. Agenda should be CSO

meeting available on academy website.

14 days after Draft Academy Board Meeting Minutes and Resolutions of regular, CSO

Board meeting special & emergency board meetings.

14 days after Approved Academy Board Meeting Minutes and Resolutions of regular,

Board approval special & emergency board meetings. Minutes should be available on CSsO

academy website.

30 business days

Board Adopted Annual Operating Budget for 2024-2025 including

No submission

after board Salary/Compensation Transparency Reporting to be available on school needed.

approval website per the State School Aid Act as amended.

14 days after Oath of Office and written acceptance for each Board Member. CSO

Board approval

Prior to approval | Verification of Citizenship and Michigan Residency.

by GVSU Board CSO

of Trustees

10 business days | Board adopted Amended Budget and General Appropriations Resolution

after Board available on school website per the State School Aid Act. CsO

approval

10 days of receipt | Correspondence received from the Michigan Department /State Board CSsO
of Education requiring a formal response.

10 days of receipt | Correspondence received from the Health Department requiring a CSsO
formal response.

10 days of receipt | Written notice of litigation or formal proceedings involving the CSO
Academy.

30 days prior to Board proposed draft Educational Management Company Agreements CSO

board execution or Amendments thereto.

5 business days of | Request and Responses to Freedom of Information Requests. CSO

receipt




Original/Subsequent Board Policy Reporting Requirements
July 1, 2024 — June 30, 2025

The following documents do not have a set calendar date; however, they require an original
submission and subsequent submission if Board action is taken making amendments/changes.

REPORT DESCRIPTION SUBMIT TO:
Articles of Incorporation. Must have GVSU Board approval before modifying. CSO
Board of Director Bylaws. CSO
Educational Service Provider Agreements/Amendments. CSO
Academy’s Educational Goals. CSO
Office of Fire Safety (OFS-40) — original occupancy permit and permits for CSO
renovations/additions, etc.
Lease, Deed of Premises or Rental Agreement and subsequent amendments (includes CSsO
modular units).
Curriculum including any additions/deletions. CSO
Asbestos Hazardous Emergency Response Act (AHERA) Management Plan. Visit CSsO
https://www.michigan.gov/asbestos for Michigan’s model management plan. A copy of the
“acceptance” letter sent by MIOSHA is also required.
Communicable Disease Curriculum (including minutes of board approval). CSO
Job Descriptions for all employee groups. CSO
REQUIRED BOARD POLICIES
(this is not an all-inclusive list; additional policies may be required; requirement can be
satisfied by providing a website link to all board approved policies) SUBMIT TO:
Board adopted Purchasing Policy (date of approval or revision). CSsO
Reference: MCL 380.1267, MCL 380.1274
Use of Medications Policy (date of approval or revision). CsO
Reference: MCL 380.1178, 380.1178a, 380.1179
Harassment of Staff or Applicant Policy (date of approval or revision). CSO
Harassment of Students Policy (date of approval or revision)
Reference: MCL 380.1300a
Search and Seizure Policy (date of approval or revision). CsO
Reference: MCL 380.1306
Emergency Removal, Suspension and Expulsion of Students Policy (date of approval or CsO
revision).
Reference: MCL 380.1309; MCL 380.1312(8)&(9); MCL 37.1402
Parent/Guardian Review of Instructional Materials & Observation of Instructional CSO
Activity Policy (date of approval or revision).
Reference: MCL 380.1137
Board Member Reimbursement of Expenses Policy (date of approval or revision). CSO
Reference: MCL 380.1254; MCL 388.1764b
Equal Access for Non-School Sponsored Student Clubs and Activities Policy (date of CSO
approval or revision). Reference: MCL 380.1299
Electronic or Wireless Communication Devices Policy (date of approval or revision). CSO
Preparedness for Toxic Hazard and Asbestos Hazard Policy (date of approval or CSO

revision).
Reference: MCL 324.8316, 380.1256



https://www.michigan.gov/leo/bureaus-agencies/miosha/divisions/construction-safety-and-health-division/asbestos-program/management-plans

Nondiscrimination and Access to Equal Educational Opportunity Policy (date of CSO
approval or revision).
Including, but not limited to, Michigan Constitution, Article I, §26, Elliott-Larsen Civil
Rights Act, Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments
of 1972, Section 504 of the Rehabilitation Act of 1973, and Age Discrimination Act of 1975.
Academy Deposit Policy (date of approval or revision). CSO
PA 105 of 1855, being MCL 21.146, Section 11.10 of the Charter Contract
Parental Involvement Policy (date of approval or revision). CSO
Reference: MCL 380.1294
Wellness Policy (date of approval or revision). CSO
Reference: 42 USC 8§ 1751, 1758, 1766; 42 USC § 1773
Corporal Punishment Policy (date of approval or revision). CSO
Reference: MCL 380.1312(8)&(9);
Anti-Bullying Policy (Matt’s Safe School Law) (date of approval or revision). CSO
Reference: MCL 380.1310b
Cardiac Emergency Response Plan (date of approval or revision). CSO
Reference: MCL 29.19
Emergency Operations Plan (date of approval or revision). CSO
Reference: MCL 380.1308
Data Breach Response Plan (date of approval or revision). CSO
The Academy Board shall design and implement a comprehensive data breach response plan
that is made available to Academy personnel and Educational Service Providers.
Calendar of Additional Reporting Requirements and Critical Dates
July 1, 2024 — June 30, 2025
The following reports Academies must submit to the local ISD, MDE, CEPI and other
organizations throughout the year.
DUE DATE REPORT DESCRIPTION SUBMIT TO:
July 2023-2024 31a Funds Report Due. NexSys
July/August Consolidated Applications for Federal Title Funds Due (allocation NexSys

amounts posted to MDE’s website in early May).

1%t Wednesday of

Student Count Day for State Aid FTE (90% of state funding).

No submission

October required.

September SE-4094 Special Education Transportation Report from 2023-24 FID
(Contact ISD for due date).

September SE-4096 Special Ed Actual Cost Report (Contact ISD for due date). FID

September *Special Education Findings—Sept. Strand Report for: B-1, B-2, B-9, B- Catamaran
10, and B-13. Data review and complete corrective actions if required.

September Eye Protection Certificate (#4527 Certification of Eye Protective NexSys
Devices, if applicable).

September Certification of Constitutionally Protected Prayer. NexSys

October 1 — Teacher Certification/Criminal Background Check/Unprofessional No submission

October 31 Conduct. This is an onsite review scheduled and conducted by Quality needed.

(as scheduled)

Performance Resource Group. No submission required.




DUE DATE REPORT DESCRIPTION SUBMIT TO:
November 1 Deadline for Immunization Records Report — IP100. (Contact Health Local Health
Dept. for due date). Dept.
November 1 Deadline for electronic submission to the Financial Information FID
Database. State aid will be withheld if the submission is not successful.
November Deadline for MSDS FTE Count Certification. CEPI
December 1 Registry of Educational Personnel (REP) Fall Submission. REP
November/ Special Education Count on MI-CIS. Special education data must be ISD
December current and updated in the Michigan Compliance and Information
System (MI-CIS). This information is used to determine funding for
next year (Contact local ISD for due date).
December 30 Municipal Finance Qualifying Statement, if applicable (online MI Dept. of
submission). Treasury
January *Special Education Findings — January Strand Report for: B-11, B-12. Catamaran
Data review and complete corrective actions if required.
January Special Education Excess Cost Report (Contact ISD for due date). Catamaran
February 1 Deadline for Immunization Record Report—IP100 (Contact Health Dept. | Local Health
for due date). A financial penalty of 5% of a school’s state aid allocation Dept.
can be assessed if the immunization rate is not at 90% or above.
2" Wednesday of | Supplemental Student Count for State Aid FTE (10% of state funding No submission
February for next fiscal year). required.
March FS-4731-C — Count of Membership Pupils eligible for free/reduced MDE
breakfast, lunch, or milk (official date TBD).
March Deadline for MSDS FTE Count Certification. ISD, CEPI
March Special Education: Maintenance of Effort (MOE) Eligibility Test. Catamaran
March 1 — Teacher Certification/Criminal Background Check/Unprofessional No submission
March 31 Conduct. This is an onsite review scheduled and conducted by Quality required.
(as scheduled) Performance Resource Group. No submission required.
May *Special Education Findings—May Strand Report for: B-3, B-4, B-5, B- Catamaran
6, and B-13. Data review/completion of corrective actions as required.
June Final year-end certification due (MSDS). ISD, CEPI
June School Infrastructure Database (SID). CEPI
June 4107 — Bus inventory CEPI (online)
June 30 Registry of Educational Personnel (REP) Submission. REP

*Monthly special education compliance updates, all special education complaints, and the
annual Maintenance of Effort (MOE) Eligibility Test and corrective measures are
communicated and submitted through Catamaran. Regular monthly (or more frequently)
review of special education information is recommended to assure compliance with state
reporting requirements. Catamaran can be accessed at: https://training.catamaran.partners/.
Timelines and Due Dates are located on bottom left side of the screen under Deadlines. User
account and login information is located at:
https://catamaran.partners/Login.aspx?APPTHEME=MICIMS&ReturnURL =/

*** The CSO may amend this document from time-to-time at its discretion.



https://training.catamaran.partners/
https://catamaran.partners/Login.aspx?APPTHEME=MICIMS&ReturnURL=/

