Errors Most Commonly Made While Completing the PI-1215—2009-10
Use this checklist to avoid making the most common errors.
· Person completing the report or their telephone number, fax number, or email address is missing on the Course Offerings worksheet, Row 5.

· District LEA code and name was not selected from the Education Agency drop-down list on the Course Offerings worksheet (cell C8) or typed in cell E8.  If the program does not allow you to populate cell C8, please complete cell E8 with your district name.
· Total Courses Offered, Column D of the Course Offerings worksheet, was not completed for courses where enrollment data was provided.  Note that Column D is grayed out for some courses, which means that Total Courses Offered is not collected.
· Total classes were reported instead of total courses in Column D of the Course Offerings worksheet.  Classes which cover the same material but are offered several times a day, week, semester, etc., count all as one course.  Classes which cover different material are counted as separate/individual courses.
· Failure to report data for students in sixth, seventh and/or eighth grade(s), especially for Math and Science (needed for national report).

· Failure to provide course title(s) in Row 281 (second to last row) of the Course Offerings worksheet if 123-910 Native American Language, Row 121, had enrollment data reported.

· Failure to provide course title(s) in Row 282 (last row) of the Course Offerings worksheet if 123-999 Other World Language, Row 136, had enrollment data reported.

· Failure to complete the Elementary Survey Question worksheet.  (Only UHS Unified High School districts are exempt from reporting on this worksheet.)  If none, indicate “none”.

· On the Elementary Survey Question worksheet regarding World Languages, data was reported for grades six, seven or eight.  This question refers to grades kindergarten through five only.  Information for sixth, seventh and/or eighth grade(s) should be submitted in the World Languages section of the Course Offerings worksheet.

· Failure to complete the High School Graduation Requirements worksheet. (Only Elementary School districts which feed into UHS districts are exempt from reporting on this worksheet.)

· Failure to report .5 credits for Health Education on the High School Graduation Requirements.  (If the requirement is fulfilled in seventh or eighth grade, the credit still needs to be part of your High School Graduation Requirements; you may want to add a note in the Comments box.)

· Failure to answer the question(s) “Is service a requirement for graduation?” and “If so, how many hours are required?” in the Comments box of the High School Graduation Requirements worksheet.
· Failure to complete the Part-Time Open Enrollment worksheet.  If you have neither resident nor non-resident students participating in part-time open enrollment, select No from the resident dropdown and type 0 in the non-resident box.
· Failure to complete the Youth Options worksheet.  If none, indicate “none” in the first course column.  Please note that under Youth Options, you should enter each course only once, with the total number of students taking the course; include students from both semesters in the one total if the same course is taken during both semesters.  If a second-semester course is a continuation of a first-semester course, enter each course with a distinct name and its own distinct student total.  If students take the same course for different numbers of college credits, enter the course with a distinct name and its own distinct student total, for each credit level.






