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Privacy Act Statement 

Under Section 7(b) of the Privacy Act [5 USC Section 552a(e)(3)], this information is made available. 

Authority: North Dakota Century Code 15.1-27-02 grants the North Dakota Department of Public 
Instruction (NDDPI) permission to compile personnel reports for licensed and unlicensed school 
employees. 

Principal Uses: This data is utilized for statistical, federal reporting (in aggregate form), and school 
approval, as well as for confirming teacher licensure and school approval. 

Usage: The Education Standards and Practices Board's (ESPB) teacher licensing regularly examined 
the records against the data submitted in this report. Your responses are required.  

Disclosure: Please submit these forms completely to avoid a delay in receiving state foundation money 
or a loss of school approval. 
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The LEA Fall Report (MIS01): Submission Requirements and Process 
Overview of the LEA Fall Report 
The LEA Fall Report (MIS01) is a compulsory submission for every Local Education Agency. This 
includes Bureau of Indian Education (BIE) schools, nonpublic and state institutions, special education 
units, as well as career and technology centers. The purpose of the report is to collect essential 
information regarding LEA statistics, school approval status, English Learner (EL) programs, and 
unfilled Full-Time Equivalent (FTE) positions.  
Updating Report Information 
It is important to ensure that all sections of the report contain the most current information from the 
present academic year. Any fields populated with data from the previous year’s submission have been 
prefilled for your convenience. Before submitting the report, several requirements must be completed to 
guarantee accuracy and compliance.  
Submission Process Using STARS 
The State Automated Reporting System (STARS) is the designated platform for submitting the report. 
When the report is filed through STARS, a signature is implied, and the submitter affirms the 
truthfulness and precision of the information provided. It is advised to review all validation messages 
generated in STARS prior to advancing to the next steps in the submission process.  
STARS Validation Messages 
The next section outlines the two kinds of validation messages in the STARS system.  

A warning error message does not affect the submission of your report. It serves to indicate a 
significant item that may or may not be relevant to your specific situation.  

 

 
If incorrect data is entered, it must be corrected before proceeding. Users may continue inputting and 
saving data despite validation errors, but all errors must be resolved before submitting reports. When 
the validation button is selected, a pop-up window will confirm successful data validation. 
 

 

After submitting, it's suggested to print copies of your files by using the print page 
icon found in the left navigation menu. You can also choose a paper-friendly format. 
Simply click the Export PDF button in the same menu, select the report you want, 
and save it to your computer for your records. 
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To revise or withdraw your report, contact the Office of School Approval & Opportunity at 701-328-
2597. Both the LEA Fall Report (MIS01) and the School Fall Report (MIS02) have several sections that 
must be submitted together; however, individual sections can be withdrawn separately. Any section that 
is withdrawn must be resubmitted. 
It is recommended to keep printed forms for the current school year as well as the previous four years. 
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Instructions for Completing the 
Local Education Agency Fall Report (MIS01) 

You can access the sections of the Local Education Agency Fall Report (MIS01) using the navigation 
menu on the left side of the screen. 
 
LEA Data 

• Number of Sections of Land – Public LEAs must complete. 
Update the number of sections of land in the public LEA. 
Two places after the decimal are allowed. Be sure to update 
this number, especially if your LEA was involved in any type 
of reorganization. The county auditor has this information.  

• FTEs of Non-instructional Staff Serving the LEA (District) – Any personnel working district-
wide, such as superintendents and business managers, etc. should be reported on the LEA 
Fall Report (MIS01). Verify the accuracy of full-time 
equivalents (FTEs) on the LEA Fall Report (MIS01) 
with the submission of the licensed personnel 
(MIS03) and nonlicensed personnel (PER02) data. 
Avoid duplicating personnel numbers on the LEA 
Fall Report (MIS01) and the School Fall Report 
(MIS02). If a staff member is employed at more than 
one LEA, the FTE of that staff member must be 
prorated amongst the LEAs and reported on each 
LEA Fall Report (MIS01).  

• Licensed Non-Instructional Personnel (those in roles requiring a teaching license) include 
superintendents, assistant superintendents, directors of special education units, directors of 
career and technology centers, and others responsible for managing the Local Education 
Agency (LEA) as a whole. Please record the number of licensed non-instructional staff 
working full-time equivalent hours in the LEA. Note that Principal FTE should be reported in 
the School Fall Report (MIS02). 

• Nonlicensed NonInstructional Personnel (those in roles not requiring a teaching license) 
include business managers (such as school board clerks), clerks, secretaries, district 
paraprofessionals, maintenance and operations staff, bus drivers, and all other district-
affiliated staff. 
o Example (1): A full-time custodian and bus driver whose schedule consists of seventy-

five percent custodial duties and twenty-five percent bus driving responsibilities should 
be reported as 1.0 full-time equivalent. 

o Example (2): A bus driver working three hours per day should be recorded as 0.38 full-
time equivalent. 

Profile 
Indicate "yes" or "no" if your district provides Gifted and Talented 
Services and a Safe/Drug-free Program. 
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Homeless 
Public LEAs must give homeless students a housing questionnaire and have a dispute resolution 
process. These students should be promptly assessed and receive Title I or similar resources for 
college and career readiness. The district also needs to explain how McKinney-Vento and Title I 
coordination guarantees eligibility and comparable support. 

 
School Approval  
The district must complete this section. For school approval questions, contact Angela Thomas at 
701‑328‑2597 (Office of School Approval and Opportunity). Career and Technology Centers and 
Special Education units do not need to fill out the School Approval section. 

Statutory Requirements 
o Student Performance Strategist – Each LEA must have one full-time student 

performance strategist for every 400 students in kindergarten through third grade (NDCC 
15.1-07-32), funded by local sources, not Title I. The superintendent requires 
documentation of time spent instructing students or coaching teachers. Strategists who 
tutor or coach must meet elementary teacher qualifications (NDCC 15.1-18-02.1). 

o Personal Finance – LEAs must ensure economics or democracy curricula cover 
personal finance topics: checkbook basics, saving, credit, earning power, taxation, 
college costs, and budgeting (NDCC 15.1-21-21). Alternate courses may be approved 
with an annual request.  
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o School Prayer – LEAs must confirm no policies restrict constitutionally protected school 
prayer (ESEA Section 9524). Title-funded districts must certify compliance in the MIS01 
Fall Report; designated personnel must attest to these assurances. 

o Dyslexia Screening and Intervention – LEAs must universally screen children age seven 
and younger for dyslexia (NDCC 15.1-32.26), respond to screening requests, evaluate 
risk factors, provide interventions, and monitor effectiveness. Reports must document 
screening practices, responses, and processes. 
 Provide a universal screening for dyslexia for enrolled children seven years of 

age and younger. The person submitting this report will indicate whether the 
district provides a screener (no/yes) and show the assessment name used for 
this purpose from the dropdown list or enter an assessment title in the "other" 
field.  

 Local Education Agencies are required to administer a universal dyslexia 
screening when requested by a parent, legal guardian, or teacher. The individual 
submitting this report will record whether the district responded appropriately to 
requests for dyslexia screening  

 Every LEA is required to have procedures in place for further evaluation of 
dyslexia risk factors, offer intervention services to students showing signs of 
dyslexia, and conduct assessments to track how effective these services are. 
The individual completing this report will specify whether the district has 
processes addressing students with dyslexia characteristics by selecting no or 
yes.  

o Immunizations Districts must enforce immunization policies, ensure completion of 
certifications, and have plans for students following the certification process (NDCC 23-
07-17.1, NDCC 33-06-05). 

  



MIS01 & MIS02 FALL REPORT  9 

 

EL Program 
For questions regarding the EL program section, call 701-328-1876. Career and Technology 
Centers and Special Education units are not required to complete the EL Program section. 

 
Federal Civil Rights Law and North Dakota Century Code (NDCC Chapter 15.1-38) have specific 
requirements regarding the education of ELs. The following items demonstrate how all districts meet 
NDCC and Civil Rights requirements.  
Reporting Requirements for All Districts (Including those with no EL Students) 
1) District EL Policy – All districts must verify by checking the box that they have a current EL policy 

that meets the provisions of NDAC and NDCC and has been approved by the school board. The 
North Dakota School Boards Association (NDSBA) has a sample EL Policy (GABAA) used by many 
districts in North Dakota. Districts are encouraged to review the policy at least every five years. 
Date of Policy (NDAC 67-28) – Enter the date the school board approved the policy. This date 
should align with the board meeting date and minutes in which it was approved.  

  

 
4 

https://www.nd.gov/dpi/education-programs/english-learnermulticultural-education
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2) EL Student Identification Procedures – All districts are required by federal and state law to 
identify ELs. The identification plan is the step-by-step procedure the district follows to ensure. ELs 
are accurately identified. The plan must include the North Dakota home language survey (HLS) 
completed at registration by parents for all students. The HLS must remain on file for each student 
in the district. For students whose HLS indicates a language other than English, the English 
language proficiency (ELP) screening assessment results and documentation of academic review 
should also be kept on file. Districts cannot discriminate this process to include only certain 
students because of their ethnicity/race or how they speak. Review the Guidance on Identification 
and Screening for assistance.  

a. List the step-by-step procedures the district uses to identify potential English learners. The 
plan must include how the district:  

i. Ensures the North Dakota Home Language Survey (HLS) is completed by a parent for 
each student in the school, 

ii. Reviews the HLS for a language other than English, 
iii. Reviews the student's academic data (if available) to determine if there is significant 

evidence of academic success in English. 
iv. Administers the North Dakota ELP screener (currently WIDA Screeners for grades K-12) 

and determines if a student qualifies for the EL program.  
v. Suppose the screener score is below 3.5 in one of the four domains or below a 5.0 

composite score. In that case, the student qualifies for the EL program unless there is 
significant evidence of academic success in English.  

vi. Identifies students who qualify for EL status in PowerSchool and STARS.  
1) EL Student Assessment Assurances – The district's EL identification processes must use 

the North Dakota ELP Screener exams. Additionally, all ELs must take the North Dakota 
State Assessment (NDSA) and the English Language Proficiency Assessment (ACCESS) 
for North Dakota every year. Mark each box to confirm that the district will adhere to the 
standards in this section. 

3) EL Certificate of Compliance – All districts must comply with NDAC 67-28-01-06 and the North 
Dakota State ESSA plan, including specific activities in the Fall Report. Compliance will be 
monitored in conjunction with the annual Federal Title programs monitoring.  

a. Check the box to indicate compliance with all six items. 
4) EL Related Professional Development – This section is Not Applicable for districts with no English 

learners. Title III requires districts to provide EL-related professional development for all staff. The 
requirement does not have a specific time requirement but does require the NDDPI to report the PD 
data and monitor districts' PD activities.  

a. Check the box at the beginning of the topic row where the district offered PD.  
b. Enter the number of school staff members in each staff category who participated in each 

topic of PD.  
c. Check the box at the end of that activity row if the PD offering was paid with Title III funds. 

Unfilled Positions 
The term 'unfilled positions' does not refer to classrooms where students are left without teachers. 
Instead, it describes situations where a school district faces a shortage of teachers in certain subjects 
and must come up with innovative solutions to address this issue. An unfilled position could also be 
a role that isn't included in the school schedule or the MIS03. 

• The district is unable to offer certain courses, such as agriculture education or welding, due to a 
lack of qualified teachers. 

• Due to a shortage of teachers, classes have been merged to ensure all students are 
accommodated. 

• An unfilled position may appear on the school schedule and MIS03 and be covered by a 
qualified teacher; however, additional staffing is required to fully meet operational needs. 

https://www.nd.gov/dpi/sites/www/files/documents/Division%20of%20SS%26I/Monitoring/el_sample.pdf
https://www.nd.gov/dpi/sites/www/files/documents/Division%20of%20SS%26I/Monitoring/el_sample.pdf


MIS01 & MIS02 FALL REPORT  11 

 

• An outside service provider (such as a speech-language pathologist hired through a hospital) 
offers this service. 

• Courses are delivered via satellite or online by another school, district, or provider when the 
district cannot hire a local teacher. 

• A course instructed by a retired educator who has consented to serve as a substitute.  
• Additional circumstances in which the school district struggled to find a qualified teacher for a 

particular subject.  
o For example, the district may employ a teacher in residence, offer discounted housing, 

provide moving expense vouchers, or grant bonus pay. 
It is essential to report teacher shortages accurately. Both the State of North Dakota and the US 
Department of Education (USDE) rely on this data to identify areas with teacher shortages for loan 
forgiveness programs, following USDE guidelines outlined in 34 CFR 682.210(q), 674.53(c), and 
686.12. 

School District Elections 
If the school district conducted a mill levy election at any point between July 1, 20xx, and June 30, 
20xx. If there was no election in that timeframe, you may save your work and close the section since it 
is complete. In the event of an election, please enter the necessary information into STARS. 
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Instructions for Completing the  
School Fall Report (MIS02) 

• Grade Level Organization – This item is view-only in STARS and cannot be modified. It 
shows how grades are structured within the school. Written notification of any changes must 
be submitted to the Office of School Approval and Opportunity 
by April 1 of each school year, accompanied by a copy of the 
school board minutes reflecting approval of the change. For 
inquiries regarding grade levels, please contact the Office of 
School Approval and Opportunity at 701‑328‑2755. 

• School Appraisal – This item is required for all public schools. Please use your Fire and 
Tornado Report as a reference when completing it. If you have questions about the school 
appraisal, call 701‑328-3291. 

• Cost of School Property – BIE and nonpublic schools are exempt from completing this 
item. If actual costs are unavailable, please utilize insurance values or estimated 
replacement costs to determine the value of school property. Exclude decimals (cents) in all 
entries. 
o Site – The site cost for a school encompasses the initial 

purchase price of the property as well as all subsequent 
enhancements, such as parking areas, playground 
equipment, athletic facilities, and landscaping improvements. 

o Buildings – The total building cost should account for the 
original price as well as expenses for any additions or 
modifications, including electrical, mechanical, and plumbing 
work. 

o Equipment – The cost should encompass all instructional equipment, including desks, 
computers, maps, projectors, televisions, as well as items used for food service, music, 
and athletics. 

• Emergency and Disaster Drills (NDCC 15.1-06-12) – Does your school conduct fire, tornado, and 
other emergency or disaster drills, including lockdown drills? 

• Reading of Historical Documents (NDCC 15.1-21-22) – Reading of Historical Documents (NDCC 
15.1-21-22) – This section shows that students are required to read the Declaration of 
Independence, the United States Constitution, and the Bill of Rights. Every school must ensure 
students complete these readings in United States Government or Problems of Democracy 
courses. For questions, please contact the Office of School Approval and Opportunity at 
701‑328‑2597. 
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Notification of Consultative Review (NDCC 15.1-21-18) – Notification of Consultative Review (NDCC 
15.1-21-18) – By selecting this box, your school affirms that high school students have been informed 
of their right to a consultative review of their education plan at least once per grade level during high 
school. For further inquiries, please contact the Office of School Approval and Opportunity at 
701‑328‑2244. 

School Data – Instructional Staff (FTEs) 
Indicate how many licensed staff members are involved in teaching. For students enrolled in PreK, K, 
grades 1-6, 7-8, or 9-12, also report the number of full-time equivalent (FTE) teachers assigned to each 
grade group. 

• LEA officials, including superintendents, assistant superintendents, directors, business 
managers, and similar roles, should not be reported in this section. Please ensure these 
individuals are listed on the LEA Fall Report (MIS01). 

• Once approved by DHS for regular prekindergarten, report FTE for regular prekindergarten 
staff. 

• For regular kindergarten approval by DPI, schools must report FTE for kindergarten staff. 
• Personnel counts should not be duplicated. When a staff member works at multiple 

schools, divide their FTE between each school accordingly. 
• Special education units and Career Technology Centers are excluded from the School 

Fall Report (MIS02). 
• If there are no instructional staff at your school, check the box labeled “School Does Not 

Have Instructional Staff.”                                                     
Verify the number of personnel listed on the MIS01 and MIS02 reports by comparing them with 
the MIS03 and PER02 submissions in STARS. 
• Classroom Teachers – Update the number of teachers, special education teachers, and Title 

I schoolwide teachers performing instructional activities based on full-time equivalency in 
this school.  

• Table 2 is a guideline in calculating the full-time equivalents of licensed and non-licensed 
staff members providing instructional services to students in the school for a typical school 
day. 

Table 2 

5-Period Day 

Or 5-Hour Day 

 6-Period Day 

Or 6-Hour Day 

 7-Period Day 

Or 7-Hour Day 

 8-Period Day 

Or 8-Hour Day 

Periods  FTE  Periods  FTE  Periods  FTE  Periods  FTE 

1 =        .20  1 =        .16  1 =        .14  1 =        .13 

2 =        .40  2 =        .33  2 =        .29  2 =        .25 

3 =        .60  3 =        .50  3 =        .43  3 =        .38 

4 =        .80  4 =        .66  4 =        .57  4 =        .50 

5 =     1.00  5 =        .83  5 =        .71  5 =        .63 

    6 =      1.00  6 =        .86  6 =        .75 

        7 =      1.00  7 =        .88 

            8 =     1.00 
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Example 1:      A classroom teacher employed five days a week for six periods in a school with 
six periods per day would be considered a full-time staff member reported as 
1.00. 

Example 2:      A staff member employed for three periods in a school with six periods per day 
for a typical school term would be reported as 0.50. 

Example 3:      A staff member employed one semester for an eight-period day would be 
reported as 0.50. 

Example 4:      A secondary staff member employed five days a week for a six-period day with 
half-time assignments as a principal, and a teacher would report 0.50 in the 
classroom teacher block and 0.50 in the Other Licensed Instructional block. 

• Other Teachers – Update the number of other teachers performing instructional activities for 
this school year based on full-time equivalency. Other teachers include SLD, ED, Title I 
teachers for Reading and Math for targeted buildings, art, music, physical education, 
EL/Bilingual teachers, etc. As a guideline, use the period schedule in Table 2. 

• Other Personnel Assigned to the Instructional Area  
o Licensed Personnel (personnel holding positions that require a teaching 

license) - Update the number of other licensed instructional personnel (principals, 
speech pathologists, guidance counselors, librarians, curricular consultants, instructional 
coaches, etc.) providing services during the school year in this school based on full-time 
equivalency. As a guideline, use the period schedule for your school, which is provided 
in Table 2. The FTEs reported here should not be reported on MIS01. 

o Non-licensed Personnel (personnel holding positions that do not require a teaching 
license) – Update in full-time equivalents the number of non-licensed personnel 
providing services during the school year in this school, such as school clerks, 
secretaries, teacher aides (including assistants and paraprofessionals) and library aides, 
etc. The FTEs reported here should not be reported on MIS01. Use Table 2 to determine 
the full-time equivalency for non-licensed personnel assigned to the instructional area. 
 Example 1–A principal employed five days a week for a six-period day would be 

considered a full-time staff member and reported as 1.00. 
 Example 2–An elementary staff member employed five days a week for a six-

period day with half-time assignments as a teacher and principal would report 
0.50 in the classroom teacher block and 0.50 in the Other Licensed Instructional 
block. 

 Example 3–Non-licensed Personnel employed two full days per week would be 
considered part-time staff members and reported as .40. 
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Student Data – High School Graduates 
To be completed by the public, nonpublic, BIE, and state institution schools. Enter the number 
and status of last year's graduates by gender and race. Use the race definitions listed above. 
The number of graduates enrolling in 4-year colleges or universities. 

• The number of graduates enrolling in junior or 2-year colleges. 
• The number of graduates entering career and technical school or trade schools, such as 

business schools, schools of nursing, or short-term trade programs. 
• The number of graduates entering military service. 
• Number employed: Report the number of graduates employed either full- or part-time and not 

enrolled in postsecondary education programs. 
• Other/Unknown: Report the number of graduates that are neither employed nor enrolled in 

postsecondary education programs nor is that status unknown. 
 

Student Data – Dropouts 
To be completed by nonpublic, BIE, and state institution schools. Enter the number of 7th through 
12th-grade students by gender and race who dropped out last year and did not continue school 
elsewhere. Use race definitions on the page Error! Bookmark not defined.. NDDPI will compile 
dropout data for public schools from the Fall Enrollment Report. Therefore, public schools can 
skip this section. Contact Office of School Approval and Opportunity at 701-328-2236 with questions 
on the Fall Enrollment Report. 
A dropout is an individual who: 

• Was enrolled in school at 
some time during the 
previous school year 

• Was not enrolled at the 
beginning of the current 
school year 

• Has not graduated from high school or completed a state or LEA-approved educational 
program, including GED (General Education Development) 

• Is over 16 years of age, for whom a statement of intent is to provide home education has not 
been filed with the school LEA of residence. 

• Does not meet any of the following exclusionary conditions: 
o Transfer to another public school, nonpublic (private) school, or state or LEA-approved 

educational program; 
o Temporary absence due to suspension, school-approved illness, or anticipated late 

enrollment; or 
o Death. 
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For purposes of applying the dropout definition, the following additional definitions also apply: 

• The school year is a 12-month period, beginning with the regular school opening in the fall, 
including the following 3-month summer vacation. 

• The current school year is the school year of the MIS02 report. The previous school year 
refers to the school year immediately preceding the current one.  

• Thus, if 2018-2019 is the school year of the report, 2017-2018 is the previous school year for 
which dropout data is being gathered. 

• Students are counted as dropouts for the grade and school year they fail to report. If a 
student's status is unknown at the current year's fall enrollment, that student is considered to 
have dropped out for the appropriate grade and school year. A circumstance of note occurs 
when a student is promoted out of the grade of which the individual was a member of the 
previous school year but fails to report the fall of the current school year. This individual is not 
to be reported as a dropout in the prior school year (since promotion occurred) but should be 
reported as a dropout on next year's report if the student has not enrolled. 

• Graduates are individuals who have graduated from high school or completed an approved 
educational program upon receipt of formal recognition from school authorities. A state or 
LEA-approved program may include special education programs, home education for which a 
statement of intent is on file, and state/school-sponsored GED (General Education 
Development) preparation. 

• Transfer, as described in Dropout Definition E.1., shall be demonstrated through a transcript 
request or other documentation giving evidence of continuing elementary or secondary 
education. 

• A student is counted as a dropout only once each school year. A student is counted as a 
dropout once each year for multiple school years if a pattern of repeated enrollment and 
dropping out occurs. 

• A student who dropped out during the previous school year but re-enrolled at the beginning 
of the current school year is not to be counted as a dropout. 

Student Data – Enrollment 
NDDPI will compile enrollment for public schools from the Fall Enrollment Report; therefore, 
public schools can skip the enrollment section. Enrollments are to be reported by nonpublic, BIE, 
and state institution schools on the School Fall Report (MIS02). Contact Office of School Approval and 
Opportunity at 701-328-2236 with questions on the Fall Enrollment Report. 

• Enter enrollments as of September 15 of the current school year in this school. If parents 
refuse to classify their child by race, assume the child is white. Use the race definitions on 
page Error! Bookmark not defined.. 

• Nonpublic schools can report their regular prekindergarten enrollment. 
• Enter the number of kindergarten pupils who will enroll in a kindergarten program sometime 

during the current school year in this school. 
• Include unclassified, ungraded, and special education (ID) pupils enrolled in separate 

classrooms. The actual grade level assignment is unknown; assign each pupil a grade 
according to the student's chronological age.  

• Home-educated student enrollments are not to be included in the School Fall Report 
(MIS02). 

  



MIS01 & MIS02 FALL REPORT  17 

 

• Be sure full-time equivalencies are entered in the instructional staff section to correspond 
with the enrollment counts. 
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