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M E M O R A N D U M


TO: 		School Superintendents

FROM:		Jeff Barber, Charter School Specialist
		Amy Hart, Manager Data Collection and Reporting

DATE:		July , 2013 

SUBJECT:	Unused Instructional Facilities

IC 20-26-7-1 requires that not later than August 1 each calendar year, each governing body shall inform the department if a school building that was previously used for classroom instruction is closed, unused, or unoccupied. A school building that appears for the first time on the department's list under shall be designated as "Unavailable until (a date two (2) years after the school building first appears on the list)" if the governing body of the school corporation that owns the school building indicates to the department, on a form prescribed by the department, that the school building may be reclaimed during that period for classroom instruction. If a governing body does not indicate that a school building may be reclaimed, the governing body shall designate the school building as "Available" on the department's list. The governing body may change the designation of a building from unavailable to available at any time. If a school building that is designated as unavailable on the department's list remains unused for classroom instruction one (1) year after being reclaimed under this subsection, the governing body shall designate the school building as "Available" on the department's list. A governing body may reclaim a school building only one (1) time under this subsection.

All public school corporations must report unused instructional facilities as part of its DOE Master File between July __, 2013 through August __, 2012.  Along with adding facilities that have moved into an unused status in the last year, the status of previously reported unused instructional facilities can updated if needed.  The Master File can be found at the following link: https://dc.doe.state.in.us/DOEOnline/Login.aspx. 

School Corporation Reporting Process

As part of the Master File update, the corporation will provide information on unused or unoccupied instructional buildings (i.e. parking structures or administrative buildings are not included).

Data reported includes the: 
· building name
· building address
· building square footage
· student capacity in the building
· date the building was no longer used for classroom instruction, 
· date the building was reclaimed for classroom instruction, if applicable
· [bookmark: _GoBack]or indicate there are no available facilities
Information must be provided only for unused or unoccupied instructional buildings. If a school corporation does not have any unused or unoccupied instructional buildings, the report must still be completed. 

To input the data the submitter must have administrative user rights for DOE On-line to be able to access the Master File.  The Master File is under the Administration Tab.

Once logged in, click the ‘Edit Corp. Information’ button.

No unused facilities to report:
1.  Check the ‘No Facilities to Report’ button
1.  Complete the Person Requesting Change information
1.  Click the ‘Save Changes’ button
1.  Click the ‘Back to school list

If you have facilities to report:
1. Scroll to the bottom of the page and click ‘New Facility’.
1. Enter the required information
1. Click the ‘Save Facility’ button.
1. Complete the Person Requesting Change information 
1. Click the ‘Save Changes’ button and then 
1. Click the ‘Back to school list’

Editing a Facility that already exists:
1.  Click the ‘Edit Facility’ button
1. Make changes
1. Click the ‘Save Facility’ button
1. Repeat steps 4-6 under facilities to report

Questions or comments related to this memorandum may be sent to Jeff Barber by email at jbarber@doe.in.gov or by telephone at (317) 232-9143. Questions regarding the Master File/School Directory (DOE-MF) should be directed to Amy Hart by email at ahart@doe.in.gov or by telephone at (317)-232-0809.
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