Alabama State Department of Education
Employment Survey Form Completion and Collection Procedures
For Systems Not Receiving Migrant Funding
1.   ALL school districts are REQUIRED to complete an Employment Survey on ALL enrolling students.  Enrolling students include all students entering kindergarten and any new student enrolling in your school district.  If a student enrolls in your school district anytime during the year, this survey MUST be completed as part of the enrollment process. 

2.
The Employment Survey is posted in the Document Library in eGAP in the Title I C Education of Migratory Students section.  This form is the most current one and MUST be used by every school district.  The state is required to have a uniform Employment Survey for use statewide, so the form may not be included as part of another document or altered from the document posted in any way.  No electronic version is available and no electronic version will be accepted.  
 

3.  Your individual schools should collect the forms, count them, send them to a designated person at the Central Office, and have them available for collection in the fall and again in the spring for students enrolling during the school year.  

4.   The SDE representative picking up the forms will take all the forms from the LEA and leave a signed statement indicating the date and number of actual Employment Surveys collected.  The number of surveys collected should be the number of kindergarteners plus the number of new students enrolled in the school district. (ex. 625 kindergartners + 75 new students = 700 completed surveys to be collected)  STI data will be used to verify the number of forms collected match the number of new students in the district. 
5.   None of the collected Employment Survey Forms will be returned to the LEA. The Verification Form left with the LEA is all that will be needed to show compliance with the policies and procedures for the Employment Surveys. This form should be kept on file with the LEA and available in event of monitoring by either state or federal representatives. 

6.   The State will then process the surveys and make a determination concerning a student’s possible migrant eligibility status. The State will then provide the LEA with a list of any eligible migrant students. This list can be given to the system’s nutritionist for free lunch verification and migrant coding into STI.

Note:  There is no reason to retain a copy of these forms for your records.  They are strictly for use by the State of Alabama Migrant Education Program.
If your LEA is not contacted by a state representative for Employment Form collection, please contact the State Department of Education’s Migrant Education Coordinator, Peggy Haveard, at 334- 242-8206 or 334-242-8199.
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1.   ALL school districts are REQUIRED to complete an Employment Survey on ALL enrolling students.  Enrolling students include ALL students entering kindergarten and any new student enrolling in your school district.  If a student enrolls in your school district anytime during the year, this survey MUST be completed as part of the enrollment process. 

2.   The state has an Employment Survey posted in the Document Library in eGAP and this form is the one that MUST be used.  The state is required to have a uniform Employment Survey for use statewide, so the form may not be included as part of another document or altered from the document posted in any way. 
 3.  Your individual schools should collect the forms, count them, and send them to a designated person at the Central Office, and have them available for collection in the fall and again in the spring for students enrolling during the school year.  

4.   Once the surveys have been collected from every school, the LEA should separate the forms into two stacks.  (a) One stack will contain the forms that are marked “No”.  The LEA will hold these forms for collection by the Regional Migrant Coordinator. This collection will take place during the months of October and April. (b) The second stack will be the forms marked “Yes”.  These forms will be retained at the district level for recruitment purposes.

5.   The SDE representative picking up the forms will take forms marked “No” from the LEA and leave a signed statement indicating the date and number of actual Employment Surveys collected.  The number of surveys collected should be the number of kindergarteners plus the number of new students enrolled in the school district (example 625 kindergartners + 75 new students = 700 completed surveys to be collected).  STI data will be used to verify the number of forms collected match the number of new students in the district. 
6.   None of the collected Employment Survey Forms will be returned to the LEA. The Verification Form left with the LEA is all that will be needed to show compliance with the policies and procedures for the Employment Surveys. This form should be kept on file with the LEA and available in event of monitoring by either state or federal representatives. 

7.   The migrant recruiters will use the forms marked “Yes” to recruit and make determinations concerning a student’s possible migrant status.  Any new Certificates of Eligibility completed will be submitted for approval by the SDE.  If the COE is approved, the migrant program director/coordinator will ensure that the system’s nutritionist has been notified of the migrant children’s free lunch status and that the children have been coded as migrant in STI.  

Note:  There is no reason to retain a copy of these forms for your records.  They are strictly for use by the State of Alabama Migrant Education Program.
.

If your LEA is not contacted by a state representative for Employment Form collection, please contact the State Department of Education’s Migrant Education Coordinator, Peggy Haveard, at 334- 242-8206 or 334-242-8199.
