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Instruction Manual for Student Contracts 

Login Page 

a. The following link is used to enter the electronic student contract system: 

https://secure.apps.nd.gov/dpi/ndteach/ScLogin.aspx 

b. 
This link also provides additional services to login users: 
Not Sure! – Use this link to determine if an email already exists within the State of ND database. 
This link is a prompt to enter an email address which determines if your email already exists 
with a user login. 

c. Forgot Login or Forgot Password – Use these links when all/a portion of your sign-in 
information has been forgotten. It will send a reminder of the missing information to the user’s 
email. 

d. Update your account – This link will allow you to update your personal information. Maintaining 
current personal information associated with the login ID is the responsibility of the user. 

e. Service Desk – Use this link to contact the service desk for any questions or concerns regarding 
the login ID, or password. The help desk is the ND State agency which maintains the database 
for the login users. If specific help is needed regarding entry into the student contract system, 
or a request for changes with entities or users which are already entered into the contract 
system, please contact Kim Vega at dpifiscalman@nd.gov. 

f. Register Now! – New users will use this link to create a ND login. 

g. ND Online Services – This link will direct you to the ND State’s webpage detailing other services 
which are available online. 

h. FAQ Read frequently asked questions and answers regarding the North Dakota login services. 

i. This help button is located in the top right corner of the login page. The help link isvery useful 
and displays a number of links with access to training videos and resources for the student 
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Instruction Manual for Student Contracts 

Entity Setup 
Currently, all ND Public Schools are entered as approved educating entities in addition to 
a number of out of state public and private schools. A request must be submitted to DPI 
Administration to add additional out of state residential, or public schools, not listed in the 
educating provider drop down list. A DPI Special Education Administrator will review the 
entity for educational approval. 

By clicking on the Entity Users, a user can view the entities which they are linked to,or have 
user access. 

Create Entity, shown below, is a module which only NDDPI Administration can 
access, but users may view. Please contact Kim Vega at dpifiscalman@nd.gov 
for assistance with changes needed to an entity in the electronic contract 
system, or new educator requests. The purple box below indicates the 
information needed for DPI Administration to create a new entity. For educating 
entities not currently on list of approved educators, please send Kim, the 
required setup information for approval and entry. 

Entity Setup 
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Instruction Manual for Student Contracts 

Users 
Users in the electronic contract system must create a login ID to work in the contract 

and notification system. The ID is created with ND State ITD agency and may be used for 
a number of ND State online processes, such as online motor vehicle renewal, or obtaining 
a ND hunting license. The link to create a login ID is located at: 

https://secure.apps.nd.gov/dpi/ndteach/ScLogin.aspx 
And, click “Register Now”. 

See the Help button for Login Setup video training for additional instructions for 
first time users and updated guidelines and instructions. 

IMPORTANT: Entities with no administrative users require DPI to enter an 
administrative user before they can enter the system! Once an administrative user is 
entered, administrative users can add and delete other users. Please contact Kim Vega 
at dpifiscalman@nd.gov with login ID for first time user set-up. Do not include the 
personal password as this is not needed for set-up in the contract system. 

Users 
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Instruction Manual for Student Contracts 

Note – Users can be added or deleted by users with administrative permission. See checked 
‘Admin’ boxes under Users to determine the level of permission. 

This 
information is 
view only. Call 
DPI Admin if 
changes are 
needed 

A checked box 
indicates a user 
has 
administrator 
rights for the 
entity, ex. 
Approve, submit, 
or add and 
delete.users. 

Administrative users may add new users 
here Use the red 

button to 
delete data 

The green arrow button works like a 
‘next’ or go button 

Users are identified as an entry level user, or as an administrative user. An entry level user is 
allowed to create and save documents in the system. An administrative user is able to create, save, 
submit and approve documents in the system. In addition to these tasks, an administrative user has 
permission to add, or delete users under the entity’s user list. Administrative user will have the box 
checked next to their email indicating they have more access, or rights, assigned to them. 

IMPORTANT – the administrative check box can only be ‘checked’ or applied by DPI 
Administration. Please contact Kim Vega at dpifiscalman@nd.gov to change a user’s status to 
administrative. 

Users 
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Instruction Manual for Student Contracts (Revised) 

Student Placed for Purposes Other than Education 
These guidelines apply to students Placed for Purposes Other Than Education (NDCC 15.1-29-14) in an In 
State, or Out-of-State Public/Private School. 

Agency placements 
North Dakota Century Code 15.1-29-14 covers tuition responsibility for students placed for purposes 
other than education. Students falling within this section are commonly referred to as agency placed 
students. Placements for purposes other than education consist of the following: 

I. Placement ordered by a state court, tribal court, director of juvenile 
court or the division of juvenile services in foster care or at a state-licensed 
child care home, or facility. 

II. Placement by a state, or county, social service agency in foster care or at 
a state-licensed child care home, or facility. 

III. Placement in a state-operated institution. 
IV. Voluntary placement by a parent, or legal guardian, in a state-licensed 

child care home, facility or program defined in sections NDCC 25-01.2-01 and 
50-11-00.1. 

School district notification 
Agencies placing children are required to notify the interested parties of such placements to assure 
timely and orderly assumption of financial responsibility by the appropriate school districts. Notices 
must be sent upon initial placement, change in placement, or annually on Sept 15th while in custody. 

IMPORTANT: A notification must be updated with an exit date if a student is no longer in custody, or 
the student has exited the educator’s program. See page 8 for further details. 

North Dakota Century Code 15.1-29-14.8 requirements: 
The placement agency or entity funding the student’s placement shall provide written, or electronic 
notice regarding an initial placement, and all subsequent placements of a student to the superintendent 
of the student’s school district of residence and to the superintendent of the admitting, or educating 
district: 

I. Within five working days after a placement is made under 
court order; 

II. Within five working days after an emergency placement is made; or 
III. At least ten working days prior to any other placement. 

In cases where the student’s parent or legal guardian voluntarily places the student and the placement 
is privately funded, the administrator of facility, or program, determines the district of residence and 
completes the notification. 
The notice must include any information requested by the Superintendent of public instruction for 
purposes of determining payment responsibility. 
The placement agency shall afford the district of residence reasonable opportunity to participate in 
permanency planning for the child. 

Notifications 
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Instruction Manual for Student Contracts (Revised) 

CREATING A NEW NOTIFICATION OF PLACEMENT – The first step in the 3-part Student Contract 
System. (Notification, Contract, and Reimbursement Request) 

Click ‘Create’ to create a new Notification of Placement (NOP) aka: School District Notification 
(SDN) 

1a. 

1b. 

2a. 

2b. 

1. Part I. Notification: 
a. The contract system will default to the current school year, but the drop down feature will 

allow you to change to prior active school year. 
b. Fill out the next 3 boxes accordingly. (Note: See 4c. below. State Responsible will auto-

populate if 2-5 are chosen.) 

2. Part II. Purpose of Notification: 
a. Defaults to ‘Initial/New placement, but select whichever of the 3 choices that apply 
b. Placement Date should be the first day the student was physically in the placement (ie. 

foster home, school, private facility) 

Notifications 
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Instruction Manual for Student Contracts (Revised) 

3a. 

3b. 

3c. 

3d. 

3. Part III. Student Placement Information: 
a. Choose the applicable situation from the 4 choices 
b. Type in the State Student Identification (SSID) for that student. Clicking the green arrow 

searches and retrieves the student from the State Automated Reporting System (STARS) 
program. If you don’t have the SSID for the student, contact the resident school district or 
the ND public school the student was previously attending and they’ll be able to retrieve it 
from STARS. Clicking the green arrow will not find an SSID for you. If no SSID is found to 
match your student, you must contact the applicable school district to have the student 
added in STARS. This will be common for PK students and students coming from out of state. 

c. If the SSID retrieves the correct student, Click ‘Yes’ and the information auto-populates. If 
this is not the correct student, Click ‘No’ and you will have to verify the SSID and do another 
search. 

d. Fill out all the Placement details and Custody Order Date accordingly. 

 NDCC 54-01-26 Residence- Rules for determining: 

a. The North Dakota Century Code (NDCC) section 54-01-26 “Every person has in law a 
residence.” In determining the place of residence, the following rules must beobserved: 

i. It is the place where one remains when not called elsewhere for labor or other 
special or temporary purpose, and to which he returns in seasons of repose. 

ii. There can be only one residence. 
iii. A residence cannot be lost until another is gained. 
iv. The residence of the supporting parent during his or her life, and after the 

supporting parent's death, the residence of the other parent is the residence of the 
unmarried minor children. 

Notifications 
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Instruction Manual for Student Contracts (Revised) 

v. An individual's residence does not automatically change upon marriage,but 
changes in accordance with subsection vii. The residence of either party to a 
marriage is not presumptive evidence of the other party's residence. 

vi. The residence of an unmarried minor who has a parent living cannot be changed by 
either his own act or that of his guardian. 

vii. The residence can be changed only by the union of act and intent." 

b. Placements for purpose other than education under 15.1-29-14 (link below) establishes the 
school district of residence as the residence of the custodial parent at time of placement, 
not the residence of the student. 

If options 2-5 are 
selected, Financial 
Responsibility will 
default to State 
Responsible 

4c. 

4b. 
4a. 

If ‘All reasonable efforts…’ was selected, remarks are required in the ‘Comment Box’ that appears at the 
bottom of the screen. 

4. Part IV. Residency Determination – Payment of Tuition: Review NDCC 15.1-29-14 Student 
placement for non-educational purposes http://www.legis.nd.gov/cencode/t15-1c29.pdf 

a. This box should only be custodial parent, or legal guardian. Do not list the placing agency in 
this section. If there is no custodial parent/guardian, leave blank. 

b. Review residency determination rules located above this section. NDCC states that the 
placing agency is to make this determination. NDDPI can provide guidance but is not 
responsible for the determination. If there are questions or disputes about a residency 
determination, a school district should contact the placing agency directly. 

c. Choose the applicable selection for the situation. 

Notifications 
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Instruction Manual for Student Contracts (Revised) 

i. A determination regarding the student’s school district of residence is valid untilthe 
September 15th following the determination (financial responsibility does not 
change during the current year) 

ii. On that date and each September 15th thereafter, the placing agency or the entity 
funding the student’s placement shall determine the district in which the student’s 
custodial parent, or legal guardian, resides and shall notify the district that it is 
deemed to be the student’s district of residence 

5. Submitting: Once NOP is complete and accurate, hit the ‘Create Notification’, review, correct and 
add comments if necessary. When complete, click ‘Submit’. 

6. Reviewing: Resident districts are responsible for reviewing their notifications and contacting the 
agency making notification should there be questions, or concerns. State Responsible NOP’s are then 
reviewed by NDDPI administration. NDDPI may need to make inquiries to the responsible entities 
regarding NOP’s in order to validate the notification. 

7. Voiding: If an error in the NOP is discovered and requires a notification to be voided and re-created, 
but a contract has already been created, or a payment has been made on the contract, the contract, 
notification, and the payment will need to be voided, or reversed for the NOP to be voided. The 
steps need to be voided in reverse order to void a notification. EX., Void payment, (completed by 
NDDPI), void contract (completed by educator) and, void notification. 

IMPORTANT: a voided notification has a copy button located at the bottom where a placing agency can 
copy, make corrections and resubmit for a new notification. 

Notifications 
Notifications for School (IEP) Placements 

These guidelines apply to students who are attending within district, out of district/within special 
education unit or out of district/out of special education unit and the decision to educate with 
the educator was a school decision. 

Before contracting with a within unit, out-of-district public school, the administrator of the 
school district of residence must notify the Unit Director of Special Education by letter, or telephone of 
intent to enroll the student within the unit. After approval from NDDPI, an electronic notification must 
be submitted in the notification and student contract electronic system. The electronic system 
automatically sends an email notification to all parties including the educator, resident district and 
entity making the placement decision. 

Notifications 
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Instruction Manual for Student Contracts (Revised) 

By completing and submitting the electronic form, the school district of residence is indicating 
its wish to enroll a student and accepting responsibility for payment of 4 times the average cost of 
elementary, or secondary education for the state (whichever is appropriate to the student). 

The administrator of the educating school district will create and submit an electronic contract 
with current special educate costs in the electronic student contract system. Upon approval by all 
parties with electronic signatures, a student contract is a binding form of agreement. 

A contract must be submitted for any student placed using this contract if the expected 
special education costs exceed 4 times in the regular school year or may exceed 4 times average 
tuition costs with the anticipation of an extended school year contract. 

The Department of Public Instruction will make a payment to the special education unit at the 
close of the school year. Special Education Units will be responsible for making payment to the resident 
district if that is the fiscal arrangement. To request payment at the end of the year, complete and submit 
the electronic reimbursement request with instructions from the Reimbursement Module located in the 
manual. Payment for school placed contracts will be made through STARS and only at the conclusion of 
the school year. 

All Instructions for completing the notification for a School Placed Notification remain the same 
as a notification for Purposes other than Education, except for Part IV on the NOP. See page 2 for 
instructions for creating a notification, Parts I through III. 

Notifications 
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Instruction Manual for Student Contracts (Revised) 

Part IV of a School Placed Notification -
When a user is signed in with a ND Public School, or a Special Education Unit, the student 
contract system will only allow the user to create a school placed notification and will shade out 
the first 4 options of a placement notification in Part IV. The contract system is eliminating the 
public school from creating notification for contracts created for ‘purposes other than 
education’. 

Exit Status - Notification 
IMPORTANT: Part I – Regarding NOPs for Agency Placements - A notification must be updated 
with an exit date if a student is no longer in custody, or the student has exited the educator’s 
program. Please enter the reason for exiting and the date on all notification of placements 
prior to creating a new notification. By entering exit dates, the resident school district can 
verify the number of days that can be billed for the student’s contract at this educator. By 
entering an exit date the resident district can track the student’s current educating provider. 

Once the user selects a reason for exiting the educator, the system will 
prompt you to enter an exit date. Save notification. 

Notifications 
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Instruction Manual for Student Contracts 

Service Costs 
The Service Costs tab located under Administration is used to compute the costs for a particular service area 
by the school districts. This calculation determines the cost of providing a service full time to a particular 
student. On the student’s individual contract, the cost of the service must match the services received by the 
student with respect to the IEP. 

To create the service costs for a school district -
Click Service Costs in the left-hand menu under Administration. 

Click on Service Costs located in the top menu selections. 

Choose the correct School Year from the drop-down box. 

Select the correct Agency from the drop-down list. 

(Users may be assigned the responsibility of more than one agency/entity in which case the drop down will display 
other entities. If an agency/entity appears which the user does not have an association, please call DPI Admin at 701-328-
2283 or 701-328-2175 for login user correction, or changes. 

Codes in blue may be 
edited by the user. 
Shaded out codes are 
not editable by the 
user. Please call DPI 
Admn if changes are 
needed. 

Service Costs 
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Instruction Manual for Student Contracts 

To create the service costs for a school district (con’t) -

Click Add Service Cost. 

Click on the arrow under Service for the drop-down list of the available services. 

Click Hourly or Daily under Rate Type depending on the billing method. 

The minimum Hours of Service per Year needed to complete the service rate is 1080. 
This calculates to 30 hours per week for a 36 week school year. Hours may be higher depending on the 
work week for service rate’s staff. 

Enter the Total Expenditures for this service area. 
The Total Expenditures includes salaries and benefits of teachers, coordinators, 

paraprofessionals, and other personnel in this service area excluding salaries and benefits of 
paraprofessionals serving individual students or in cases where paraprofessional time for a group of 
students will be billed. A teacher is used as the unit of service; other personnel are considered as 

Service Costs 
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Instruction Manual for Student Contracts 

supportive. 

Enter the Total Number of Teacher FTEs in this service area. 
The teacher FTEs in the formula are the unit of service and considered billable minutes. 

Therefore, the teachers identified in the FTE formula are the units of service and considered billable 
minutes. Other supportive personnel are not allowed as billable minutes. 

The service area will calculate as outlined in the example formula below: 

Total Expenditures $150,000 
Hours of Service per Year 1080 
Total number of FTEs 1.50 

Formula calculation: 
$150,000 total expenditures divided by 1080 hours 
of service = $138.88 
$138.88 divided by total number of FTEs 1.50 = $92.58 

The service rate can also be used to create a rate for part-time service. This example is typical of a 
service rate with a defined hourly rate. See example below: 

Total expenditures for the service by hour = $75.00. If the staff member was full- time the total cost of 
service would be 1080 hours times $75.00 = $81,000.00. 

Formula Calculation: 
$81,000.00 total expenditures divided by 1080 hours 
of service = $75.00 
$75.00 divided by total number of FTEs 1 = $75.00 

IMPORTANT: Service Costs are locked down for the school year after a contract has been 
created using the service cost. If an error was made when creating the service and editing is required 
after a contract has already been completed, please call NDDPI Admn to unlock the rate, which allows 
the user to re-create the rate, and add again. By adding again the incorrect rate will be written over or 
amended. Service Rate codes which are shaded blue in color may be edited by user. Service Rate Codes 
which are gray in color will require NDDPI Admn to unlock if editing is needed. 

A service rate which is later edited will not change any student contracts which have been created & 
approved using the old rate. If an approved contract needs to be amended to use the amended rate, the 
contract can be amended, or voided and re-created. Contracts un-submitted or saved will calculate using 
new service rate. In order to prevent an excessive amount of voided contracts, please compile your 
needed data, and complete the service rate structures for your district(s) before beginning the task of 
creating student contracts. 

Service Costs 
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Instruction Manual for Student Contracts 

Instructions for Service Rates for codes 27, 28, 29, 30 

27- Paraprofessional 
28- Consultant Services 
29- Evaluation Services 
30- Interpreter Services 

Service Rate codes for number 27-30 are unique to the individual student and are created as you create 
the student contract. Below you will see the validation error you will receive if you attempt to create 
these codes from the Service Costs tab. 

 For contracted services, leave line a zero and enter the hourly rate on line e. 

Service Costs 
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Instruction Manual for Student Contracts 

Below is an example of the service rate as it appears in the create contract section of the electronic 
student contract system. This topic is discussed in greater detail in the Contract Creation section of the 
training manual. 

Service Costs 
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Instruction Manual for Student Contracts 

Service costs can be ‘unlocked’ by NDDPI administration in the unlikely event a rate has changed, or if the rate was 
incorrectly added. Please email kvega@nd.gov or call Kim at 701-328-2175 for this request. 

Service Costs 
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Instruction Manual for Student Contracts 

Code Descriptions/Service Costs/Tuition Costs 
Service Costs and Daily Costs 

Service Codes defined in the student contract system consists of approved 
special education and related services costs for children with disabilities. Each code has 
a regular year code and an ESY service code. Rates for student contracts may be 
determined by a 12 month yearly average, or by dividing the school year into two 
periods, regular and extended school year (ESY), and creating an average rate for each 
period. 

Daily Rates are available for private residential facility to create rates based on a 
daily average and can be used for both special education and general education. 

Service Costs and Daily costs are unique to the school year and need to be re-
created each school year. In this grid, under Agency Defined, the word true indicates a fixed 
rate created just once in the ‘Service Costs’ feature and used for contracts, false indicates a rate 
used individually and added when creating the student contract. 

Code Description Agency Defined Contract Types Status 

1 Autism TRUE Special 
Education Active 

2 Deaf-Blind TRUE Special 
Education Active 

3 Speech Language TRUE Special 
Education Active 

4 Intellectual Disability TRUE Special 
Education Active 

5 Hearing Impaired TRUE Special 
Education Active 

6 Other Health Impaired TRUE Special 
Education Active 

7 Orthopedically Impaired TRUE Special 
Education Active 

8 Emotionally Disturbed TRUE Special 
Education Active 

9 Specific Learning Disability TRUE Special 
Education Active 

11 Traumatic Brain Injury TRUE Special 
Education Active 

12 Visually Impaired TRUE Special 
Education Active 

13 Early Childhood Education TRUE Special 
Education Active 

14 Adaptive Physical Education TRUE Special 
Education Active 

15 Assistive Technology TRUE Special 
Education Active 

Codes/Service Rates 
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Instruction Manual for Student Contracts 

16 Audiology TRUE Special 
Education Active 

17 Counseling Services TRUE Special 
Education Active 

18 Occupational Therapy TRUE Special 
Education Active 

19 Parent Counseling and Training TRUE Special 
Education Active 

20 Physical Therapy TRUE Special 
Education Active 

21 Recreation Services TRUE Special 
Education Active 

22 School Health Services TRUE Special 
Education Active 

23 School Psychology TRUE Special 
Education Active 

24 Social Work TRUE Special 
Education Active 

25 Work Study TRUE Special 
Education Active 

26 Orientation & Mobility TRUE Special 
Education Active 

27 Paraprofessional FALSE Special 
Education Active 

28 Consultant Services FALSE Special 
Education Active 

29 Evaluation Services FALSE Special 
Education Active 

30 Interpreter Services FALSE Special 
Education Active 

100 Daily Tuition - Special Education 
rate TRUE Special 

Education Active 

31 Non-Categorical Delay TRUE Special 
Education Active 

101 HOTR Grade K TRUE All Active 

102 HOTR Grade 1-6 TRUE All Active 

103 HOTR Grade 7-8 TRUE All Active 

104 HOTR Grade 9-12 TRUE All Active 

105 HOTR Special Education Rate TRUE Special 
Education Active 

106 HOTR Day Treatment Rate TRUE All Active 

32 Music Therapy TRUE Special 
Education Active 

201 Autism - ESY TRUE Special 
Education Active 

202 Deaf-Blind - ESY TRUE Special 
Education Active 

Codes/Service Rates 
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205

210

215

220

225

Instruction Manual for Student Contracts 

203 Speech Language - ESY 

Educable Intellectual Disability-204 ESY 

Hearing Impaired - ESY 

206 Other Health Impaired - ESY 

207 Orthopedically Impaired - ESY 

208 Emotionally Disturbed - ESY 

209 Specific Learning Disability - ESY 

Trainable Intellectual Disability -
ESY 

211 Traumatic Brain Injury - ESY 

212 Visually Impaired - ESY 

213 Early Childhood Education - ESY 

214 Adaptive Physical Education - ESY 

Assistive Technology - ESY 

216 Audiology - ESY 

217 Counseling Services - ESY 

218 Occupational Therapy - ESY 

Parent Counseling and Training -219 ESY 

Physical Therapy - ESY 

221 Recreation Services - ESY 

222 School Health Services - ESY 

223 School Psychology - ESY 

224 Social Work - ESY 

Work Study - ESY 

226 Orientation & Mobility - ESY 

231 Non-Categorical Delay - ESY 
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Education 

232 Music Therapy - ESY TRUE Special 
Education Active 

111 ESY Daily Rate TRUE Special 
Education Active 

110 Daily Rate 2 - Special Education 
rate TRUE Special 

Education Active 

500 Daily Rate - Regular Education TRUE Regular 
Education Active 

504 Daily Rate 2 - regular education TRUE Regular 
Education Active 

510 Daily Rate 3 - regular education TRUE Regular 
Education Active 

509 Daily Rate 2 - Regular Education TRUE Regular 
Education Active 

511 Tutoring FALSE Special 
Education Active 

67 Music Therapy TRUE Special 
Education Active 

120 Daily rate 3 - special education TRUE Special 
Education Active 

General Education Tuition Costs 

The Regular education costs for general education and special education students will 
auto calculate on the student contract based on the information defined on the contract and in 
STARS. The contract is interfacing with the STARS financial reports for the ND Public School 
educators and will prorate the yearly amount based on the number of days defined on the 
contract. 

The formula for regular education is based on the calculation of factors to determine 
average costs for the educating entity. See below for the formula. NDDPI’s School Finance 
Director will determine the factors which make up the formula’s State defined values and the 
numbers from the educator’s financial report in STARS to complete the formula. 

Formula 
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Statewide Configuration 

The following factors are defined by the School Finance Director before the new school 
year’s contracts can be created. The majority of these factors change each year, but there are a 
few which are defined in law and remain the same. These numbers make up the State defined 
amounts which aid in the formula for an public educator’s regular costs and district 
responsibility. If the educating provider has not completed and submitted their financial reports 
in STARS, a validation error will occur preventing the contract’s creation. 
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Administrative Costs 
To calculate the administrative costs of the Admin Costs section for a particular Special Education Unit, 
determine the salaries and benefits for the Director of Special Education, Assistant Directors, and other special 
education central office staff. Do not include any staff members that are used in the computation of the 
‘Regular Education Costs for Student with Disabilities’. Do not include program coordinators, since these costs 
should be included in the cost for the individual service areas. 

Click on Service Costs in left-hand menu options. 

Click on Admin Costs from options located at the top under Service Costs. 

Enter the Total Admin Cost for Calculation for the Special Education Unit with factors mentioned above. 

The total number of services provided (unit-wide duplicated count) for the last year the numbers were tracked 
will be entered by a DPI Administrator. 

After the total amount of Total Admin Cost for Calculation have been entered, click the calculate button. The Avg Cost 
of Special Ed Admin will be displayed. If the duplicated count has not been entered, and a calculation of $0.00 is 
displayed. Call DPI Administration with request to enter the duplicated number for your unit and the amount will be 
recalculated. 

This button serves 
as a ‘next’ button 
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Transportation 
Transportation by Routes 

Click Service Costs in the left-hand margin under Administration. 

Click Transportation Costs located in the top menu selections. 

Choose correct School Year from drop down list. 

Select the District from drop down list. 

Click on the green arrow button. 

Transportation 
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To add a transportation Route: 

Click on Add Route. 

Enter the Route Number or an identification number for the route. 

Enter in the Est. Vehicle Miles/Week . 

The Number of weeks is defaulted to 36 and cannot be edited. 

Enter the Rate/Mile or the cost per mile for the route. 

Enter the Est. Foundation Aid Payment or the amount of foundation aid received per mile. 

Enter the Total Number of Student riding the bus. 

Click Save Route button. 

Important: The route is based on the entire school year. The student contract will prorate the cost for an individual 
student based on the number of days in their contract. After selecting this route on a contract the prorated amount will 
calculate. 

Transportation 
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Transportation by Individual 
Individual transportation charges which are unique to a student may be used at the time the contract is 
created. The box below identifies the information needed for an individual cost for transportation. 
Individual transportation costs can only be added while in the create contract status for an individual 
student. See Contract Creation in this manual for additional information. 
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Boarding Care 
According to Section 15.1-32-19 of the North Dakota Century Code and the policies and procedures as 
established by the Department of Public Instruction and the Department of Human Services, the Department of 
Public Instruction will reimburse the local school district, through their special education unit, for 80% of the 
cost of boarding care for the student. If additional information is secured, or if there is a change in arrangements 
for the student, the Department of Public Instruction must be informed as to ensure an opportunity for 
maximum utilization of appropriated funds. 

15.1-32-19. Boarding care costs - Reimbursement of school district. 
The superintendent of public instruction shall reimburse a student's school district of 
residence an amount equal to eighty percent of the room and board costs paid by the district for 
a student with disabilities who is placed in a facility that is located either within or outside of the 
student's school district of residence in order to receive special education services. The 
student's school district of residence is liable for any room and board costs in excess of those 
reimbursed as provided in this section. The placement of a student with disabilities in a public or 
private facility will be made by a school district. The placement of a student with disabilities in 
congregate care will be made in a facility designated by the department of human services. 

Boarding Care is a service rate created by private residential facilities. To enter a boarding care rate for a 
private facility: 

Click on Service Cost located on the left menu bar. 

Click on Boarding Care Costs from the top menu. 

Choose the correct School Year and Agency from the drop-down list. 

Click on Add Boarding Care Cost. Fill in a brief description of the boarding care costs and enter in the 
daily rate amount. 

Click on the Save button to enter the boarding care rates. 

Boarding Care 
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Agency Placed Contracts 
Agency Placed Contract indicators 

When a notification is created it does not clearly show the type of placement, but the type of placement is 
indicated by reviewing section IV of a notification. 

school placed contract. 
This option will generate a 

These options will 
generate an agency 
placed contract. 

The contract will indicate the type of placement in the top right hand corner of the contract created from the 
notification. 

ement See Plac 
type 

The information provided on the top right-hand corner of a contract is generated first from the notification, then 
from the information in STARS within the student’s enrollment record. If the educator, or resident district, does not feel 
this information is correct, your point of contacts would be the agency making placement, and the district which has the 
student enrolled. 
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School Placed Contracts 
School Placed Contract indicators 

When a notification is created it does not clearly show the type of placement, but the type of placement is 
indicated by reviewing section IV of a notification. 

contract. 
This option will generate a school placed 

The student contract will indicate the type of placement in the top right-hand corner of the contract created 
from the notification. 

See Placement 
type 

The information provided on the top right-hand corner is generated first from the notification, then from the 
information in STARS within the student’s enrollment record. If the educator, or resident district, does not feel this 
information is correct, your point of contacts would be the agency making placement, and the district which has the 
student enrolled. 
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Instructions for Student Contract Manual 

To create a student contract, the educator must first find the correct notification 
which corresponds to the student and their school. To find the correct 
notification: 

• Click on List Notification from the menu on the left. 
• Utilize the Filter Criteria fields to find the correct student, year and educator. Entering 

information specific to the student will narrow the search options returned. Entering 
less information will produce a large list of options and may take longer to filter. 

• Click on Search after filter criteria has been entered. 

Filtering or 
Search 
options 
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After you have determined which notification is needed for the intended contract, click on the 
link to open. This link is under the column labeled Notification No. and will appear in blue with a 
line below the number. 

This information is shaded 
for privacy purposes. Your 
query will produce 
student names and ID 
numbers. 
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After you have opened the notification, scroll down to the bottom, and select Create Contracts . 

  

 

 

       

 

  
 

Should you have any questions, 
please notice the email 
addresses and the phone 
numbers for the student contact 
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Instructions for Student Contract Manual 

Before creating a contract, the system will prompt you to enter in the assigned 10-digit student 
ID number associated with the STARS reporting system. 

After verifying it for accuracy against the student records, click on the green arrow button. 

These fields will auto fill 
with the information 
provided on the 
notification. The 
information here is 
shaded for privacy. 

This is a required field for 
the 10-digit ID. If the 
notifying agency provided 
a 10- digit ID on the 
notification and is listed 
above, the contract creator 
must match for accuracy. 
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Next, the educator must select the correct contract period. 

• Regular School Year – is the longest period of the school year periods and typically starts 
in August and extends into May of the next year. It also may include varying dates in 
between August and June. 

• Extended School year - starts after the regular year with a start date in the end of May, 
or early June, and may extend into August. 

• Partial School Year ending prior to September 15th - is used for those students whose 
resident school district may change because of a review of the parent’s location as of 
September 15th, so two contracts are needed to represent two different responsible 
districts. 
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Verify information is correct and click the Create Contract button. If information appears incorrect, the 
Back option to return to prior page is available. 
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Enter in the Date range, and the number of days, and select the Save button. 
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Instructions for Student Contract Manual 

The transportation option when creating a contract allows the creator of the contract to add in the 
transportation costs if they are unique to a student, and not available to others, or by a pre-defined 
route. 

Information 
needed to create a 
transportation cost 
unique to student. 
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Boarding Care costs must first be created by the educator and can be added to a school placed contract. 
After the required information has been entered, the option to choose a boarding care rate from the 
drop-down box must be selected. 
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Student Services and rates for the educator must be created before being added to a contract. Select 
your service from the drop down box and proceed with required information. Required information is 
based on IEP services for the individual student. 

See page 16 for additional details on IEP services and the student contract. 
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Regular education costs are based on information reported in STARS by the educating district. Regular 
education costs will not post for students which are open enrolled, or tuition waved in STARS. If 
information is incorrect, contact your educating provider for assistance. If a correction is needed in 
STARS, the contract will need to be voided and created again after STARS has been updated. 
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Instructions for Student Contract Manual 

Based on information in STARS and on the student’s notification, the cost of education is calculated to 
reflect the responsibility of the resident district and the State of ND’s excess costs reimbursement. 

Total Per Student Costs for Tuition – costs of educating the student. 

State Allowable Tuition – total cost of tuition used to determine excess costs. 

Total Per Student Costs (Resident District Costs) – this amount is owed to the educator by the 
resident district. 

State Reimbursement for Tuition – Amount reimbursed for tuition after adjustment for district 
responsible. 

State Reimbursement for Boarding Care - amount of boarding care available for 
reimbursement. 

State Reimbursement for Excess Cost – total reimbursement. 
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Comments – can be added to the contract for any additional information needed between educator, 
resident district and NDDPI Admn. 

Attachments – any additional documentation can be added to a contract to assist in approval process. 

Save – to come back at another time and edit or submit if correct. 

Submit Student contract – Administrative user can submit contracts. 

Void - You may void this contract if needed. , once voided, the copy feature is located at the bottom of 
a voided contract to create again and make changes. If the notification was incorrect, you will need to 
void contract, void and correct the notification, and create a new contract. 

See following page 
for details 
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Instructions for Student Contract Manual 

By clicking on the line to View/Hide History, you will see the users in the workflow process, along with 
any comments made if the contract had been rejected or voided. 

Will show history of 
workflow and any 
comments made in the 
rejection, or void process. 
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By clicking the + sign located next to Legal Statement, you will see the wording for the contract 
document. This section of the contract was originally created for special education contracts, and will be 
undergoing a review, so the statement will change according to the type of contract. 

Create Contract 

Page 46 



  

 

 

 

   
 

   
   

 

   
 

  
  

     

  
    

 
  

    
    

   
 

    
 

 
   

    
      

    
 

    
        

  

   
    

 
 

   
    

Instructions for Student Contract Manual 

Additional Assistance for entering Service hours on a student contract 

TIENET – IEP review 
1. Each student contract containing an excess balance obligated by the State will be compared 

to the student’s IEP in Tienet. Services listed on the contract, but not detailed in Tienet, will 
not be allowed. Student IEP records must be current in Tienet prior to DPI approval. Each 
contract will be reviewed from a fiscal and administrative perspective which requires a 
two-step approval process. Please allow ample time for approvals to be completed by all 
parties involved. 

2. Using TieNet, open student’s most recent IEP and scroll to “Special Education and Related 
Services” section. 

3. Review services, minutes, starting date, and duration to the IEP. 
4. If a billable service is not listed on the service page, go back to the “Adaptation of Educational 

Services” of the IEP to verify the services are listed in that section. 
5. To check if dates of services have changed/been added/been deleted at any time during the 

school term, open the previous IEP(s) and verify the services/minutes/start date/duration. In 
order to build an accurate contract, it is necessary to review ALL IEPs that have been initiated or 
amended during the school term. 

6. Using one contract, add each service for which there is direct service to the student using the # 
of weeks for each service type. For example, OT = 30 min/wk. for 36 weeks and Speech-
Language = 60 min/wk. for 8 weeks and 90 min/wk. for 28 weeks. 

7. Verify that services in accurately reflect group size. For example, “individualized instruction” or 
“small group instruction”. This information is important to the group size found in a student 
contract. 

8. If completing an Extended School Year (ESY) contract, verify that “ESY is needed” by reviewing 
the checked boxes under the services section on the student’s IEP, review ESY IEP for services 
allowed on contract. 

9. Crosscheck the student’s IEP(s) and the contract amounts. 

Records – be sure to keep accurate records of costs, group size, etc., used to complete student 
contracts. Records used to determine group size and other supporting schedules used for computation 
of costs, should be kept for the same period as other financial records. These records may be subjected 
to audits. 

Group Size – Report the actual group size, even if it means reporting the services on two separate lines. 
For example, if there are 3 students in a group for one-half year and 4 students in for the other half, 
report on two lines. 

Paraprofessionals – The full cost of a one-on-one paraprofessional can be claimed if the 
paraprofessional is with the student exclusively all day. If a paraprofessional has other duties, such as 
lunchroom duty for an hour, then the percent of time/cost on the contract needs to be prorated 
accordingly. 

If billing for paraprofessional time, which has been prorated for individual services, the costs of these 
services may not be duplicated in other services. 
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Out of State Contracts 
Out-of-state public, or private schools are not using NDDPI’s system to create student contracts. Prompted by the 
resident district, NDDPI will create the out of state contract for a student in placement. NDDPI can create the out of state 
contract, however, prior to the contact being created, the notification of placement form must be in the system. The 
resident district is responsible for contacting NDDPI with the 5 pieces of required information listed below. 

(When creating the out of state notification, if the notifying agency does not find the educating district in the drop down 
list of approved educators, please send new educator requests to dpifiscalman@nd.gov. See the training manual under 
Notifications, page 8, for further details.) 

Once the placement notification is in the system, the resident district is responsible for sending 5 pieces of required 
information for NDDPI to complete the contract. 

The required information needed to complete an out of state contract: 

 Notification number, from student contract system 
 Student 10-digit ID, from STARS enrollment 
 To from dates, if student has not yet exited program the anticipated dates of school year, or actual days if 

student has exited educational program 
 Number of days, anticipated, or total amount of days from invoices if student has exited educational program 
 And cost per day, in some cases, this will be projected. If the student has exited, it will need to be actual based 

on the average costs per day, or the actual daily rate 
Please email required information to: dpifiscalman@nd.gov 

The contract will be created based on actual charges, or anticipated costs for student. After approval, reimbursement 
will be handled as any other in-state contract. In some cases, if the number of days, or the amount of the tuition 
changes because the student has exited the program, an amendment must be completed in order to match the 
student’s dates of service. All contract totals must match the total tuition costs invoiced and paid to the educator. 
Please contact dpifiscalman@nd.gov with the required amending information to complete any amendments of 
approved contracts. Only approved contracts can be amended. 

After out of state contracts have been 
approved, NDDPI can amend the contract to 
match invoice totals. 
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Instruction Manual for Student Contracts 

Contract Approval Process 
The approval workflow generally is: educator creates contract>resident district approves, or 
rejects>NDDPI fiscal administrator approves, or rejects>NDDPI administrator approves, or rejects. 

Regular education contracts and state responsible contracts are final approved by a NDDPI School 
Finance administrator. 

Special education contracts have final approval by a NDDPI Special Education administrator. 

Basically, educators create contracts, and can VOID a contract. 

A resident district can approve, or reject a contract for corrections, or further explanation. 

The resident district has the responsibility to compare services in the IEP to student services and costs 
submitted through the student contract system. An audit could include a fiscal review comparing IEP 
services, the student contract’s billable minutes, and group size. 

When a contract is pending district approval, the approval, and reject buttons, will be located at the 
bottom of the contract. 

Note – The dated history and users involved in the contract’s approval process can be found by clicking on the words ‘View/Hide History’. In 
addition to dates and users, comments or concerns regarding the approval or rejection process will display. 
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Instruction Manual for Student Contracts 

If the special education contract is pending district approval, but was amended by the educator, the 
approval and reject buttons will be located in the middle of the contract directly under the Student 
Services and Cost Calculations section. 

If the contract is regular education, then you will need to click the green + button by the regular 
education to open the regular education formula. At the bottom you will see a approve, or reject 
button. 

By clicking on the + button, the information will be revealed by expanding the section. The – button 
indicates it is already open, or expanded. 
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This feature will show you the history of additional amendments completed by educator on a student 
contract. 
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Amending and Approval Process 
Once a special education contract is approved by the resident district, and both state levels, (fiscal and final), a 

contract can be amended to reflect any changes that may have occurred. 

Contract must be approved 
by all parties before it can 
be amended. 

   

 

 

 
   

   

  

       
  

  
 

 

  

Click on the Add amendments. 

The contract will ask for the amended ending date, or applicable date. Enter the number of days. The field will 
default to the number of days on current contract. 

This link will display prior amendments. 

Amending Contracts 

Page 52 



   

 

 

      
       

     
  

  

   
 

Instruction Manual for Student Contracts 

The service costs on the current contract will display with a red radial button. Click on the service you want to 
omit, or change. If the service needs to be changed, or an additional service, click on the drop down box for Add 
Service….and add the amended service line back in. The service which have been deleted will have a solid strike through 
line over them. 

After all services have been added or amended, click the Submit button. 

Approval will follow the typical workflow, but access to approval is located under the Student Services and Cost 
Calculation section. 

Amending Contracts 

Page 53 



   

 
 

  
    

       
    

Instruction Manual for Student Contracts 

After a Regular Education contract has been approved, an amendment can be created by opening the regular 
education formula or expanding the section. Click on the + button. 

The section will expand to show the entire formula using the amounts from the educator’s financial reports. 
Click on the Add amendments link. 
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Instruction Manual for Student Contracts 

This link will display the start date from the original contract and will allow you to write over the original end 
date on the contract. The default is to display the contracts current end date and number of days. Once you have edited 
the open fields, click on the green button, Add Amendment. 

The formula will automatically change based on the number of days in the amendment. Click Submit to amend 
contract and send on for approval, or click Cancel if amendment not needed. 

This link will display a history of past amendments for the contract. 
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Both Special Education and Regular Education contracts will show you where in the approval’s workflow process 
the contract is currently, or what action is pending. 
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Instruction Manual for Student Contract 

Reimbursement Request and Reports on Approved Contracts 
Contracts receiving final approval from DPI Administration, will display the reimbursement button at 

the bottom of the contract. If a contract is pending approval, or pending amendment, the button will not 
display. Reimbursement will be made to the resident Special Education Unit when the student’s enrollment is 
marked special education, but made to the educating district if the student is the responsibility of the State of 
North Dakota, or if the contract is general education. Distribution of payments for student contracts is through 
the STARS system, and will generate at the same time a district, or unit, receives their Foundation Aid 
payment. 

To request funds for a contract, the user must click the ‘List Contracts (Regular or Special Ed)’ options on the 
left hand side of the menu bar under Student Contracts. From the options ‘All Contracts’ list is helpful when it 
is unknown if the student is general education, or special education, and will query through all contracts. 

To Create a Reimbursement Request 

Click to request 
reimbursement 

Open the approved contract, and scroll to the bottom. 
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Amount on contract available for reimbursement 

Complete 
required fields if 

they apply. 



   

 

 

     
     

  
   

    
   

    
   

 

    
     

    
     

     
 

   
       

   

 
 

Instruction Manual for Student Contract 

If a contract already has a reimbursement created that is pending, a validation will appear requesting the 
pending request to be completed, or void, before another contract created. 

IMPORTANT: If the contract’s educator is a private facility, an out of state facility or school, an invoice, or 
invoices, must be attached to support the amount requested. Equally important to note, the tuition and 
related services total must equal the amount on the invoices attached, or must equal the amount on the 
contract at the time of the final request. If the invoices charged to the resident district, and the amount 
calculated on a contract do not match, the reimbursement request will be rejected. Please contact DPI 
Administration for out of state contracts, or contact the educating facility for contracts needing an 
amendment. 

To attach an invoice file to the reimbursement request, the invoice will need to be scanned and 
saved to your computer drive. Final requests should include all invoices for the duration of the contract. 
Invoices must total the days and amount on the contract, or the request will be rejected. In order to speed 
the approval process, if the invoice includes multiple students, please circle, or highlight, the student on the 
invoice. A number of our larger school have multiple pages each month, and makes the approval process more 
efficient. 

Click on the Browse…key. This will display your computer drives. Choose the drive you have 
attached the file to, click on the file name and select Open. The name of the file will display in the text box 
next to the browse button. 
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Instruction Manual for Student Contract 

For Tuition reimbursement, the section under Education (Tuition) and Related Services must be 
completed. To do this, you will fill in the date From:, and To:, for the period of service requested, or 
the entire date on the contract if request is for the full amount of the contract. 

The Number of days being claimed: can be the number of days for the period of time based on 
reimbursement for a portion of the contract, or the exact number of days on the contract. You may not 
claim more days than established on a contract. When creating the final request, the number of days 
on final request, and any previous requests, must equal the total number of days on the contract. If 
invoices and contract do not match, request will be rejected. 

When requesting Boarding Care, the same guidelines outlined above for education (tuition) and 
related services must be followed. 

The Authorize section must be completed, including the signature of the person filling out the form, or 
the person authorizing the submission of the request. 

To submit, click the Create button. This will save the request to be submitted later, or submitted 
immediately after the request has been created and completed. 

The Update button will allow changes to a request that has not yet been approved by DPI 
Administration. After changes have been made to request, click Update. 

Click on Submit button to send the request to DPI administration for review and payment. 

IMPORTANT: if you 
update, or change 
information on the 
request, click on the 
update button for 
edit to save. 

By clicking reject, notification will be 
voided, or rejected. 
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Instruction Manual for Student Contract 

Reports 
Reimbursement reports is a tool districts and units can utilize to create a report indicating which 

contracts were paid in the last Foundation Aid cycle, or school year, and the amount paid. A report can be run 
for payments during a specific length of time, more specifically to a student name, by a contract number, or by 
resident district. On the left-hand menu options, click on Reimbursements > List. 

Click here for report on 
reimbursements 
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Change the status 
to narrow search 

   

 
 

    
     

    
     

     
       

      
 

    
  

 

     

 
 

This display indicates the querying information available for searching the reimbursements such as; un-
submitted, pending, or approved. Reimbursements rejected, or reversed, can also be queried. Change 
the information in the query fields to narrow down your search options. One of the best options for 
reporting reimbursements is running the report for the month (Final Status Date From: ex. 04-01-2018 
To: 04-30-2018) in order to balance to the payment made to a school district, or to a special education 
unit to the Foundation Aid payment voucher. This report will create payments for both special and 
regular education, and may need to be filtered within the excel report if the focus is on only one of 
those types of contracts. 

After you have specified your query and clicked the Reimbursements Report, the option to open a 
report will appear. This pop up box will change depending on your browser and your computer 
versions. 

This report is an example of the excel report with filtering options. 
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Instruction Manual for Student Contract 

2% Contracts based on SEU Budget 
The ND Century Code allows a special education unit to be reimbursed excess costs if the total amount of education for 
the special education student is equivalent to 2%, or more, of the unit’s total yearly budget. This 2% amount becomes 
the amount of the district’s responsibility if this amount is less than the four time average costs of education determined 
by NDDPI. 

In order to process this request, there must be a notification of placement in the contract system along with a contract 
created for/by the educating entity. The school district, or special education unit, must send a request for review to 
School Finance for approval. A copy of the unit’s yearly budget, (which coincides with the student contract’s school year) 
and a copy of the approved contract, either by sending the name and number of the contract, or including a paper copy 
from the electronic system. These items will expedite the request and must be included for review. 

If the contract is reviewed and approved as a qualified 2% contract, then Fiscal Management will override the excess 
cost on the approved electronic student contract. The resident district, or special education unit, will be responsible for 
creating a reimbursement request from the contract which is paid through STARS. 

Please contact Don Williams, 701-328-2236, or Kim Vega, 701-328-2175, at NDDPI with additional questions, or 
concerns. 

NDCC 15.1-32-18. Cost - Liability of school district for special education. 

(This section in law identify the additional excess costs a special education contract may qualify for if the contract’s tuition is 
2%, or more, of the unit’s total budget) 

5. In addition to any other reimbursements provided under this section, if a school district expends more 
than two percent of its annual budget for the provision of special education and related services to one 
student, the district shall notify the superintendent of public instruction. Upon verification, the 
superintendent shall reimburse the district for the difference between: 

a. Two percent of the district's annual budget; and 

b. The lesser of: 

(1) The amount actually expended by the district for the provision of specialeducation 
and related services to that student; or 

(2) The amount representing four times the state average cost of education per student. 
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Instruction Manual for Student Contract 

Contract List Reports 
The student contract system has the capability to allow school districts, or units, to create reports to see a number of 
different statuses, or balances, on contracts. All contract lists available, (special, regular and all contracts) have a ‘List’ 
reports feature. 

Select ‘List’ from available 
types 
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Instruction Manual for Student Contract 
Default is 
current school 
year, may need 
to select from 
drop down 

There are a number of filter criteria to select from in order to produce a report which allows you to review 
contracts based on selection. Defining your search criteria to specifics will produce reports in less time than a 
report which is looking through all contracts. After you have selected your filter criterial from available drop 
down options, click on the Contract Totals Report button. 

After you have specified your query and clicked the Reimbursements Report the option to open a 
report will appear. This pop up box will change depending on your browser and your computer 
versions. 

D 
ani i 
osi i 
D 

3220479 
3442435805 
1890037299 
3442435805 
2988061165 
1890037299 

3220479 

School Year: 2017-2018 

Contract F Contract S Placemen Notificati Contract # StudentID Resident Student Na 
B 
T 

i 
T 
J 

i 
Bridget Aks 

GR # Days Enr District Re Educating Cost Of Bo State Rei mBoarding Boarding Total Per Stude State Allowable District Of Resid State Reimburs Tuition Approve Tuition Balance Balance Remain 
Special Ed Approved Agency Pl 26976 16248 Grand For 9 102 Grand For Dakota Bo $0.00 $0.00 $0.00 $0.00 $17,850.00 $17,850.00 $7,420.60 $10,429.40 $10,429.40 $0.00 $0.00 
Regular Ed Approved Agency Pl 27689 16847 Grand For 9 88.78 Grand For Dakota Bo $0.00 $0.00 $0.00 $0.00 $15,536.50 $15,536.50 $6,458.83 $9,077.67 $9,077.67 $0.00 $0.00 
Regular Ed Approved Agency Pl 25577 18172 Grand For 10 61 Grand For Dakota Bo $0.00 $0.00 $0.00 $0.00 $10,675.00 $10,675.00 $4,437.81 $6,237.19 $0.00 $6,237.19 $6,237.19 
Regular Ed Voided Agency Pl 27689 16838 Grand For 9 93 Grand For Dakota Bo $0.00 $0.00 $0.00 $0.00 $16,275.00 $16,275.00 $6,765.84 $9,509.16 $0.00 $9,509.16 $9,509.16 
Regular Ed Approved Agency Pl 26249 15739 Grand For 9 81 Grand For Dakota Bo $0.00 $0.00 $0.00 $0.00 $14,175.00 $14,175.00 $5,892.83 $8,282.17 $8,282.17 $0.00 $0.00 
Regular Ed Approved Agency Pl 23243 15748 Grand For 10 4 Grand For Dakota Bo $0.00 $0.00 $0.00 $0.00 $700.00 $700.00 $291.00 $409.00 $409.00 $0.00 $0.00 
Special Ed Voided Agency Pl 26976 16244 Grand For 9 111 Grand For Dakota Bo $0.00 $0.00 $0.00 $0.00 $19,425.00 $19,425.00 $8,075.36 $11,349.64 $0.00 $11,349.64 $11,349.64 

Totals:Grand Forks Spe cial 540.78 $0.00 $0.00 $0.00 $0.00 $94,636.50 $94,636.50 $39,342.27 $55,294.23 $28,198.24 $27,095.99 $27,095.99 

This report is an example of the excel report with filtering options. Note: the voided contracts 
currently appear with a balance, but filtering on the excel document can remove them from the list. 

Special 
attention 
to balance 
remaining. 

Special attention to 
contract type and what 
status contract is in. 
(approved, rejected, 
voided, pending…etc.) 
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Instruction Manual for Student Contract 

Contracts reports should be run on a regular basis in order to keep the work flows moving and to enable 
reimbursement requests to be processed on a timely basis. Run them often, and communicate with resident 
districts and educators if there are questions, or concerns. 

Reimbursement Reports 
Reimbursement reports are a tool districts and units can utilize to create a report indicating which contracts 
were paid in the last Foundation Aid cycle, or school year, and the amount paid. The report can be run for 
payments during a specific length of time, more specifically to a student name, by a contract number, or by 
resident district. On the left-hand menu options, click on Reimbursements > List. 

Click here for report on 
reimbursements 
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Change the status 
to narrow search 

   

 
 

     
  

      
       

      
    

      

  
   

 

    

 
 

This display indicates the querying information available for searching the reimbursements such as; un-
submitted, pending, or approved. Reimbursements that have been rejected, or reversed, can be 
queried also. Change the information in the queries fields to narrow down your search options. One of 
the best options for reporting reimbursements is running the report for the month (Final Status Date 
From: ex. 01-01-2018 To: 04-30-2018) in order to balance to the payment made to a school district, or 
to a special education unit. This report will create payments for both special and regular education and 
may need to be filtered if the focus is on only one of those types of contracts. 

After you have specified your query and clicked the Reimbursements Report the option to open a 
report will appear. This pop up box will change depending on your browser and your computer 
versions. 

The report is an example of the excel report with filtering options. 
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	Kirsten Baesler  State Superintendent
	Login Page
	a. The following link is used to enter the electronic student contract system:
	b. Not Sure! – Use this link to determine if an email already exists within the State of ND database. This link is a prompt to enter an email address which determines if your email already exists with a user login.
	Student Placed for Purposes Other than Education
	Agency placements
	School district notification
	IMPORTANT: A notification must be updated with an exit date if a student is no longer in custody, or the student has exited the educator’s program. See page 8 for further details.
	CREATING A NEW NOTIFICATION OF PLACEMENT – The first step in the 3-part Student Contract System. (Notification, Contract, and Reimbursement Request)
	1. Part I. Notification:
	2. Part II. Purpose of Notification:
	3. Part III. Student Placement Information:
	 NDCC 54-01-26 Residence- Rules for determining:


	Notifications
	Notifications for School (IEP) Placements
	A contract must be submitted for any student placed using this contract if the expected special education costs exceed 4 times in the regular school year or may exceed 4 times average tuition costs with the anticipation of an extended school year cont...
	Part IV of a School Placed Notification -

	Exit Status - Notification
	The Service Costs tab located under Administration is used to compute the costs for a particular service area by the school districts. This calculation determines the cost of providing a service full time to a particular student. On the student’s indi...
	Choose the correct School Year from the drop-down box. Select the correct Agency from the drop-down list.
	Click on the arrow under Service for the drop-down list of the available services. Click Hourly or Daily under Rate Type depending on the billing method.
	This calculates to 30 hours per week for a 36 week school year. Hours may be higher depending on the work week for service rate’s staff.
	The Total Expenditures includes salaries and benefits of teachers, coordinators, paraprofessionals, and other personnel in this service area excluding salaries and benefits of paraprofessionals serving individual students or in cases where paraprofess...
	The teacher FTEs in the formula are the unit of service and considered billable minutes.


	Code Descriptions/Service Costs/Tuition Costs
	Service Costs and Daily Costs
	Service Codes defined in the student contract system consists of approved special education and related services costs for children with disabilities. Each code has a regular year code and an ESY service code. Rates for student contracts may be determ...

	General Education Tuition Costs
	Statewide Configuration

	Administrative Costs
	To calculate the administrative costs of the Admin Costs section for a particular Special Education Unit, determine the salaries and benefits for the Director of Special Education, Assistant Directors, and other special education central office staff....

	Transportation
	Transportation by Routes
	To add a transportation Route:

	Transportation by Individual

	Boarding Care
	15.1-32-19. Boarding care costs - Reimbursement of school district.

	Agency Placed Contracts
	Agency Placed Contract indicators

	School Placed Contracts
	School Placed Contract indicators
	To create a student contract, the educator must first find the correct notification which corresponds to the student and their school. To find the correct notification:

	Additional Assistance for entering Service hours on a student contract

	Contract Approval Process
	The approval workflow generally is: educator creates contract>resident district approves, or rejects>NDDPI fiscal administrator approves, or rejects>NDDPI administrator approves, or rejects.
	If the special education contract is pending district approval, but was amended by the educator, the approval and reject buttons will be located in the middle of the contract directly under the Student Services and Cost Calculations section.
	Contracts receiving final approval from DPI Administration, will display the reimbursement button at the bottom of the contract. If a contract is pending approval, or pending amendment, the button will not display. Reimbursement will be made to the re...
	Open the approved contract, and scroll to the bottom.
	If a contract already has a reimbursement created that is pending, a validation will appear requesting the pending request to be completed, or void, before another contract created.
	Click on the Browse…key. This will display your computer drives. Choose the drive you have attached the file to, click on the file name and select Open. The name of the file will display in the text box next to the browse button.
	When requesting Boarding Care, the same guidelines outlined above for education (tuition) and related services must be followed.
	This display indicates the querying information available for searching the reimbursements such as; un- submitted, pending, or approved. Reimbursements rejected, or reversed, can also be queried. Change the information in the query fields to narrow do...
	Contract List Reports
	After you have specified your query and clicked the Reimbursements Report the option to open a report will appear. This pop up box will change depending on your browser and your computer versions.

	Reimbursement Reports
	This display indicates the querying information available for searching the reimbursements such as; un- submitted, pending, or approved. Reimbursements that have been rejected, or reversed, can be queried also. Change the information in the queries fi...
	This display indicates the querying information available for searching the reimbursements such as; un- submitted, pending, or approved. Reimbursements that have been rejected, or reversed, can be queried also. Change the information in the queries fi...



