
INSTRUCTIONS FOR PRIVATE SCHOOL UPDATE (PI-1281)

Send the completed form by June 15, 2009, to:


Data Management and Reporting

Wisconsin Department of Public Instruction


P. O. Box 7841


Madison, WI  53707-7841

or fax the completed form to 608-266-2529.

If you have any questions, please call the Data Management and Reporting help line at 608-267-3166 or email us at dpistats@dpi.wi.gov.

Wis. Stat. sec. 118.165 (1):  In order to receive timely verification that a school meets the statutory criteria, a series of questions related to these criteria appears on the PI-1281.  Answer all six true/false statements.  Only those schools which meet all the statutory criteria to be a private school will be included in the Wisconsin School Directory.
Waiver Statement:  The current status regarding the WAIVER “opt-out” statements is identified on the form.  Check one box, both boxes, or none of the boxes.  If you checked an “opt-out” in a previous year, you can elect to change it now by placing an X over the filled-in box.  Checking the box "Miscellaneous DPI mailings" will result in your school receiving from DPI the required forms ONLY:  PI-1207 Private School Report and PI-1281 Private School Update.  Checking the box "Vendor-generated mailings" will remove your school from mailing lists/labels provided to other agencies and private vendors (who may be announcing scholarship opportunities, offering free Arbor Day trees, selling products, etc.).
Database/Directory Information:  DPI uses the PI-1281 form to determine the locations of private schools so they will be correct in DPI’s database of private schools and in the 2009-2010 Wisconsin School Directory.  It is important that you verify that the address listed for your school will be in effect as of the fall of 2009.

If your mail goes to a post office box, include the post office box and provide a street address as a shipping address.  Include fax number(s), email and web address.  If you have multiple campuses, provide address information for all of them.  Identify which is the main campus because only the main campus will receive mail and full information in the Wisconsin School Directory.  However, the other campus information is used in connection with the National School Lunch Programs administered by DPI’s School Nutrition Team.
Closed schools:  If your school has closed, cross out all information and write “Closed” next to the school information.

Changes:  Cross out incorrect information, and print the correct information next to the incorrect.

The individual who is listed should be the school administrator.  (Some schools refer to the individual as a principal or teacher in charge.)  If you have both administrator and principal, feel free to provide both, but identify who has each role.

Grade level definitions

a.
Elementary school:  A school that generally offers undifferentiated instruction to a self-contained class, usually involving grades no higher than grade 8.

b.
Middle school:  A school with a program designed specifically for the early-adolescent learner, usually beginning with grade 5 or 6.

c.
Junior high school:  A school between the elementary and high school levels, usually offering at least some separate classes in different subjects and usually covering grades 7, 8, and 9.

d.
High school:  A school offering separate classes in different subjects and usually covering grades 9, 10, 11, and 12.

e.
Elementary/secondary combined school:  A school that generally offers instruction at all grade levels through grade 12 in one location.  Although offered at one location, instruction is differentiated as elementary, middle/junior high school, and high school.

Grades:  If a school’s grade range has changed, update the grade range using these grade codes.

UE = Ungraded Elementary
K4 = 4-year-old Kindergarten

PK = Pre-Kindergarten

KG= 5-year-old Kindergarten

01 = Grade 1

02 = Grade 2

03 = Grade 3

04 = Grade 4

05 = Grade 5

06 = Grade 6

07 = Grade 7

08 = Grade 8

US = Ungraded Secondary

09 = Grade 9

10 = Grade 10

11 = Grade 11

12 = Grade 12

Please keep a copy for your records.
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