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Enrollment 
Schools may choose to use BEDS, Opening or Closing enrollment. 

• When selecting either Opening or Closing enrollment, if the enrollment varies from 
the reported BEDS data, a clear and detailed explanation of the variance must be 
provided.  An explanation for any year-to-year increase in enrollment should also 
be provided in both the MSA-CAP system and in the MSA-CAP workbook. 

• Do not include enrollment of nursery school or pre-kindergarten pupils, 
postgraduate students or pupils with disabilities who are enrolled pursuant to a 
contract with a public-school district or the New York State Education Department 
(NYSED).  

• Only include children who are 5 years old by December 31 of the school year 
when listing kindergarten students. 

Time & Effort 
Categories of Personnel 

1. Administrators-School leadership, administrators, principals, and teachers 
performing administrative functions.  

• Classroom Teacher-classification includes a homeroom teacher for attendance 
purposes, and those acting as proctors during examination periods, scoring 
examinations, or interpreting test results. 

2. Support Staff-Includes clerks, typists, stenographers, office staff, and aides.  

Hours in Workday 
Total number of hours an employee is expected to perform required duties. This excludes 
time for lunch. 

• Hours that may be claimed based on either a 5 (elementary) or 5.5 (secondary) 
hour standard instructional day.  

• Hours that may be claimed for another workday as certified by the R&I school 
official, in accordance with the methodology for computing salary and benefits 
applied by NYSED in paying aid for the 2012-13 and prior school years.  

Days in Year  
Total number of days an employee is required to work during the period of July 1st to 
June 30th of each year. 
 
In late 2018, the Governor signed legislation that will change the calculations of the 
hourly rate.  In late 2018, the Governor signed legislation that will change the 
calculations of the hourly rate.    There were technical issues with this bill when it 
was signed that need to be resolved, and we have requested and are awaiting 
guidance.  While we await a response, we have been directed to ask schools to 
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• Institutions must be able to provide evidence that the salaries claimed in the hourly 
rate calculation were for the individuals providing that mandated service. 

• Stipends that are directly related to teaching and instructional duties only. 
 
The following items cannot be included in annual salary calculations: 

• Religious Stipends for any additional functions beyond teaching and instructional 
duties, such as after school activities including tutoring,  

• Parsonage and other compensation should be excluded in calculations of annual 
salary.   

Fringe Benefits 
The employer’s share of the following benefits, to the extent such share is actually paid 
for the benefit of employees engaged in providing required services should be included:   

• Retirement 
• F.I.C.A (Social Security plus Medicare taxes) 
• Workers’ Compensation Insurance 
• Life Insurance 
• 
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For the workshop to qualify for reimbursement, the workshop must meet all the following 
criteria and provide the following documentation upon request: 

 
• An agenda which includes the date and time of, and topics covered in the workshop 

is available. 
• Documentation that verifies a teacher’s attendance.  Examples include but are not 

limited to a sign in sheet, certificate of attendance or dated statement from 
workshop provider. 

• Workshop hours and days have been included in the calculation of the average 
hourly rate. 
 

Note: The time used for the actual scoring of administered exams is not a reimbursable 
workshop expense, nor is time allotted during the training for lunch.   

Teacher Workshop Fees 
Workshop fees paid by the school for test-related training are also reimbursable.   

• These fees may be charged on a per teacher basis or as a flat fee. 
• Documentation of the payment must be maintained and accessible upon request. 
• 
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Supplies & Materials  Cost 

Elementary/Intermediate Assessment in English Language Arts & Math (EIA) $110 
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