2016-17 Title I Comparability Directions

Title I Comparability (Comparability) is a test to determine if the schools in a district are receiving a comparable amount of district general fund support within a 10% variance prior to the allocation of Title I funds.  A district with two or more schools within a given grade span with at least one of those schools receiving Title I funding must complete the Comparability Certification in the Michigan Electronic Grants System Plus (MEGS+).  Skipped schools in the Title I School Selection (TISS) application are considered Title I schools for the purposes of Comparability.  The final MEGS+ Certification and upload is due by December 12, 2016.

If all of the schools in a grade span are Title I schools, the district must provide general fund resources to the higher-poverty schools that are at least comparable to the general fund resources provided to the lower-poverty schools.

A Title I school with 100 students or fewer is exempt from the Comparability calculation.

The 2016-17 Title I Comparability Worksheets is an excel document that will allow you to use the same Registry of Educational Personnel (REP) file data to compute Comparability.

The 2016-17 Title I Comparability Worksheets Contain the Following Tabs

Macros:  This is the tab you will use to access the various macros to compute your data.

Data:  On this tab, you will load your XML data file from the Center for Education Performance and Information (CEPI).

Grade Ranges:  On this tab, you will enter the same grade range groupings that you entered in the 2016-17 TISS application on Screen #1, Grade Span Groupings.

Student FTEs:  This is the tab from which all the calculations are made for Comparability.  It is your primary tab for collecting district data including the listing of all schools, School identification numbers, identification of grade span groupings, Title I participation, Staff Full Time Equivalents (FTEs), Student FTEs, Total Staff Base Salaries and, if necessary, High Poverty designations for districts where all of the schools within a grade range are Title I-funded.

Non-Title I Comp:  Non-Title I schools will appear on this tab, and it will display your base comparison ratios from the Comparability Student/Staff and Salary/Student calculations.

Title I Comp:  Title I schools will appear here with their individual Student/Staff and Salary/Student ratios.  A note next to each school’s ratio will indicate if the school is comparable.  If you have multiple grade span groupings that receive Title I funding, they will appear as separate reports on this tab.  A note at the bottom of each grouping report will tell you if your district has made Comparability for that grade span.

Low Poverty Comp:  If you need to use the High Poverty versus Low Poverty computation, your Low Poverty Student/Staff and Salary/Student ratios will appear on this tab.

High Poverty Comp:  If you need to use the High Poverty versus Low Poverty computation, your High Poverty school ratios will appear on this tab.  A note next to each school’s ratio will indicate if the school is comparable.  A note at the bottom of each grade span grouping on this screen will tell you if your district has made Comparability for each grade span.

School Tabs:  Individual school staff data will appear on tabs that are labeled with the school’s five digit code.  The worksheet tabs will display the school code numbers, and the tabs will list all staff members that you reported to CEPI with the staff FTE for each school.

Use These Directions to Maneuver Through the Comparability Process

When opening the 2016-17 Title I Comparability Worksheets, be sure to click “Enable Editing” and then “Enable Content”.  This will show up as an option in the security banner at the top of the screen.

When you save your 2016-17 Title I Comparability Worksheets to your computer, be sure that it is in Macros-Enabled format.  Your computer may automatically try to disable the macros.  Select the type of file as an Excel Macros-Enabled Workbook or Excel 97-2003 Workbook.

Macros:  This tab has five Macros labeled Parse Teachers, Make Comp, ReCompute Schools, Add Teachers, and HighLow Compute.

Data:
1. Copy the current CEPI XML REP file for your district and Save to your computer desktop.  Open a clean Excel worksheet and open the saved file as an XML Table.  Then copy this tab of data and paste it into our Comparability Workbook Data tab.  Staff Social Security numbers are suppressed by CEPI for security purposes.  You should confirm that the data are located in the correct columns for the macros to function properly by checking that Column J “Date of Hire” contains hiring dates.

Note:  The REP file may contain staff members who are no longer in a school building.  You may change the data in three ways:  1) change the data in the REP file in CEPI and then download the new data to the Excel Data tab, or
2) copy the current REP file from CEPI and make your changes directly on the Data tab prior to initiating the Parse Teachers macro, or 3) Parse the Data into school worksheets and then make changes at the school level by using the Omit option in column J and the Add Teachers macro.

A teacher may be removed from the Data tab by deleting that row from the screen.  You may also add or correct teacher information at this time.  Insert rows to add staff and enter the teacher’s information.  Be sure to include the teacher’s location, grade level at that location, FTE in the school, Federally-funded FTE, and Base Salary.  It is especially important to be accurate in columns AK “FTE” and AM “Accounting Code” as these columns identify the instructional staff and their FTEs in each school.  Please note that “SchoolCode”, “FTE”, “AccountingCode” and “AnnualSalary” are numeric fields.

2. Go to the Macro tab and run the macro called “Parse Teachers”.  This will sort staff to create a template for each school and populate the Student FTEs tab.

Grade Ranges:
3. Go to the Grade Ranges tab and enter grade span names in Column A.  Then enter your grade span groupings in Columns B and C as they appear in your 2016-17 TISS application, Screen #1, Grade Span Groupings.  For Kindergarten enter a zero.

Student FTEs:
4. The displayed Grade Ranges for the schools may be wrong when carried forward to this tab.  This is because it populates by the grade spans with which teachers are associated.  Teachers who are in multiple buildings will affect this entry.  Adjust the Low and High grade ranges in Columns D and E for each school to reflect the correct grade span for each school.  Private schools or other entities that appear that are not your schools should be given a code out of your grade range such as 13/13.

5. Enter your student FTE counts from the October count date in Column F for each school.

6. Identify Title I participation by entering an X, Y or Yes in Column A for the Title I schools.  Be sure to identify every school that receives Title I funding.  However, you must leave this field blank for any school that is not Title I (do not enter “No” for non-Title I schools).

Important:  Schools above 75% poverty that were skipped in the TISS application are still counted as Title I schools for purposes of Comparability.

7. If all schools within a grade range are Title I, then the information from the Title I school(s) with the lowest concentration of poverty will be used to establish the criteria for determining whether each Title I school with a higher concentration of poverty is comparable.  In Column I you will identify the highest poverty schools in this grade range.  You must identify at least 50% of the schools as high poverty in Column I for this comparison.  You may select more that 50%, but not less.
School Tabs:
8. Now go to your individual school tabs and review the staff assignments for accuracy of information.  The worksheet tabs will display the school code numbers and the screens will list all the teachers that you reported to CEPI with their FTEs for each school.

Omitting Staff:
9. The school tabs have Column J for omitting staff.  You may use this option to omit any staff member who is not in that school or who does not have duties that are related to instruction.  To use the Omit option place an X in Column J to exclude a staff member.  Their data will be suppressed.

Adding Staff:
10. You may also add a staff member at this stage.  Go to the Macro tab and select the “Add Teachers” macro.  You will be prompted to enter the teacher’s name, school code, teacher’s title, FTE in the school, degree level and base salary.  When you have completed these entries, the information will be entered automatically on the school tab, but it will not be entered on the Data tab.

Caution:  If you run “Parse Teachers” at any time after making changes to your school tabs you may erase your changes.  This could happen if the teacher in the REP file is not listed in that school or has changed their name or PIC number.  If you do this, be sure to check to verify that your school changes are still intact.

Excluding Staff:
11. You must now exclude the portion of any staff member that is Federally-funded.  In Column E you should use a decimal fraction to indicate the FTE of any teacher’s salary that is Federally-funded.  This should include all staff members that are paid any portion of their salary out of Title I, Title II,
Title III, or Special Education Individuals with Disabilities Education Act (IDEA) funds.

Important:  Section 31a instructional staff funded for the purpose of providing a Title I-like program at a skipped school as described on
Screen #8 of the TISS application are considered virtual Federally-funded staff and must also be excluded as Federal FTEs.  This does not make it mandatory to exclude all other Section 31a-funded staff.

12. In Column F you may also choose to exclude from Comparability any non-Federally-funded Special Education staff or additional Section 31a program staff that meet the intents and purposes of Title I.  You should not make these exclusions before running Comparability for the first time.  If you do not make Comparability, then you may exclude these staff members and run the program again.

Important:  If you chose to exclude general fund Special Education or additional Section 31a staff beyond the skipped school Section 31a staff, then you must do it for all Section 31a-funded staff in all schools.  This requirement does not apply when you only exclude Section 31a staff in a skipped school (see the hint at the bottom of these instructions).

13. IMPORTANT!  When you have made your changes to the school staff by using the Omit, Add or Exclude options, you must then go to the Macro tab and run the “ReCompute Schools” macro.  This will update your Student FTEs tab staff data.  If you do not run “ReCompute Schools”, your changes will not be saved on the Student FTEs tab.  Check all the data on this tab for accuracy.  This is the data used for your computation.

14. You are now ready to compute Comparability.  If you have both Title I and non-Title I schools in your grade span grouping, go to the Macro tab and run the “Make Comp” macro.  Your results will appear on the Title I Comp tab (the 10% variance is already built into the computation of the Student/Staff ratio and the Salary/Student ratio for making these comparisons).

15. If all schools within a grade range are designated as Title I in Column A on the Student FTEs tab, then the information from the Title I school(s) with the lowest concentration of poverty is used to establish the criteria for determining whether each Title I school with a higher concentration of poverty is comparable.  Check Column I to confirm that you have identified the highest-poverty schools in that grade span.  You must select at least 50% of the schools for this comparison.  You may select more that 50%, but not less, for computing Comparability.  Now run the “HighLow Compute” macro.  These results will appear on the High Poverty Comp tab.

16. If you have Title I buildings in multiple grade span groupings, then you will receive multiple reports on the Title I Comp or the High Poverty Comp tabs.  A note next to each school’s ratio will indicate if the school is comparable.  A note at the bottom of the screen will tell you if your district has made Comparability.

17. If the district is not comparable using Student/Staff ratio, the system will automatically check the Staff Salary/Student ratio and display the results in a similar manner.

18. FINALLY!  You must now save your Excel workbook as an .xls document in order to be able to upload it into MEGS+.  MEGS+ will not allow the uploading of any Excel documents that have active macros.  Print hard copies of all your tabs in the event that your auditor requests this information during your annual audit.  Then go to the Title I, Part A Comparability Certification screen in MEGS+ and certify that you have completed this process successfully.  Upload your Title I Comparability Worksheets as an .xls document and submit in MEGS+.

Additional Information

Federal Program Information
[bookmark: _GoBack]The district must exclude all Federally-funded FTEs for instructional staff.  Schools with 75% poverty that were skipped in the TISS application are counted as Title I schools for Comparability, and all Section 31a instructional staff funded for the purpose of providing a Title I-like program at a skipped school as described on Screen #8 of the TISS application are considered virtual Federally-funded staff and must also be excluded as Federal FTEs.

The following are considered instructional staff function codes for Comparability purposes:  111-113, 122, 125, 127, 211-218, 222, 224-225, 241, and 249.  These are the only staff positions that Excel will populate in your school templates.

Supplemental State and Local Program Information
The Office of Field Services does not recommend that districts initially exclude any staff from State- or locally-funded Special Education or Section 31a instructional program categories that are not designated as part of a skipped school Title I-like program.  Only exclude one or more of these categories of staff if Comparability is not achieved after your first attempt.

Hint:
It is to your advantage to exclude Section 31a-funded staff or locally-funded Special Education staff if these positions are assigned primarily to non-Title I schools.  If your Section 31a or locally-funded Special Education staff are assigned primarily to Title I schools, it is not to your advantage to exclude them.
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