PA-5 Aug 2025
Checklist: Shared Time Programs at Non-Public or Homeschool Partnership Site
Required Documentation for Audit of Pupil Membership Count
District: 





  Building/Program: 












             Count Date: 





Instructions:

For each count complete and return this form with the required paperwork for the shared time program. Submit in a folder labeled with district name, building/program name, and count date. Check the items being submitted on the lines below. If an item is not applicable, mark “N/A” – please do not send blank forms.
Forms to Submit for Every Count:


 Pupil Schedules – Identifying each non-essential elective course ST pupil is enrolled in, FTE value of each course, and total FTE (please submit electronically to the Kent PA SFTP site)

 Drop/Add Lists (include pupils who enrolled/exited week before, week of, and 5 weeks after count)

 List of non-teachers authorized to enter/verify/correct electronic attendance

 PA-201 Verification: Teacher Cert/QPD/Virtual Days/Field Trips/Recess/Seminar

 PA-5E (NP) Certification Statement for Shared Time Programs

 PA-5E (NP1) Master List of ST Courses & Comparable Classes (submit electronically to Kent PA SFTP site)

 PA-5E (NP3) Shared Time Count Day Absence List (may be run from SIS, if applicable)
Forms to Submit if Applicable to Your ST Program:


  PA-5B(ISD) Cooperative Education Programs (e.g., KCTC) 

  PA-5GA Post-Secondary Dual Enrollment

  PA-5OD Virtual Learning Options (If 5OD checked, you must also include PA-5OD(1) listed below):

  PA-5OD(1) Virtual Learning Options Participation Summary


  PA-5P Work-Based Learning
Teacher Attendance
Note: If shared time program has been approved by ISD for electronic attendance, these instructions do not apply.
a. Teacher attendance must be printed and signed (at least weekly) by teacher of record for week prior to count, week of count, and five weeks following count.
b. Assemble alphabetically by teacher with each teacher’s attendance in week order. For secondary teachers, assemble in course period order for each week.
