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• Completed Paper COE (only if they were initially qualified prior to July 1, 2017)

• Data Input Form

• MEP-Services Received by Student (one pager)

• Support Services(203/204) Received Form

• Support Services Received Documentation (purchase order, receipts)

• Statement of Need, if applicable (required when MEP paid for fees of any kind due to financial hardship)

• AZELLA Test

• SPED services documentation (Documentation only)

• PFS (every student must have, indicate yes if student qualifies)



DOCUMENTATION –MEP STUDENT FOLDERS
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This is information that is required to be kept in the Migrant Education

Program Student Folder. The State MEP staff will be verifying documents in

the student folders during the Data Verification Process that takes place

once a year.

We understand that each LEA may have additional forms kept in their

respective MEP student folder as required by their own district policies and

procedures. As a reminder all Migrant Education Program Student Folders

should adhere to FERPA confidentiality, protection of Personal Identification

Information and stringent confidentiality protocols by keeping the folders

under lock and key.



DOCUMENTATION-MEP STUDENT FOLDERS
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• If you are keeping several years in one folder please be sure to create a 
separation of school years

• Each student should have their own folder that includes the documents 
mentioned in this presentation

• Keep the most recent information on top

• The required documents should be kept in the order defined in this 
presentation and should also be the first documents in the folder. 

• Folders for students who have EOE’d out of the program should be purged and 
archived and kept separately from those who are active
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• A copy of the Certificate Of Eligibility is required only if the student was initially 
qualified prior to July 1, 2017

• The Arizona Attachment should also be kept in the folder if the student was 
initially qualified prior to July 1, 2017

• If the student’s Certificate of Eligibility is after July 1, 2017 a copy does not 
have to be kept in folder



Certificate of Eligibility
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DATA INPUT FORM
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• Every student folder should have a Data Input Form in the folder

• The form should be completely filled out

• Every code that applies to this child should be documented on the form

• Document the school year at the top of the form (example:2016-2017)

• The “Enrollment Type” should be documented on the top of the page (refer to 

the Enrollment Types Form for detailed information)

• The MIS2000 Number refers to the student’s MIS number

• The AzEDS Number should also be documented for the student



Data Input Form
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Data Input Form
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SERVICE CODES
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S erv ice C ode Des cription Documentation

103

Migrant F unded Language Arts  

Ins truction (not reading)

C las s  ros ter inc luding teacher 

as s igned and dates  of s ervice

104

Migrant F unded Mathematics  

Ins truction

C las s  ros ter inc luding teacher 

as s igned and dates  of s ervice

105 Migrant F unded R eading Ins truction

C las s  ros ter inc luding teacher 

as s igned and dates  of s ervice

106

Migrant F unded Ins tructional 

S ervices  (exc luding math, laguage 

arts , reading)

C las s  ros ter inc luding teacher 

as s igned and dates  of s ervice

111 GE D  C ompleted

D ocumentation of certificate of GE D  

completion

112

Inc ludes  P AS S  High S chool C redit 

Accrual

D ocumentation from the S tate P AS S  

office s howing enrollment/credits

203 Migrant F unded S upport S ervices

P urchas e order/receipt mus t be 

provided

204

Non-Migrant F unded R eferred 

S ervice

R eferral documentation/appointment 

dates /s ervices  provided

207 P res chool

C las s  ros ter s howing enrollment into 

program; IF  home vis its , a log of 

vis its  made and s ervices  provided

301 L imited E nglis h P rofic ient AZE LLA s core res ults

800 P riority for S ervices P F S  form s hould be in folder

401 S pec ial E ducation

A s creen s hot of the s tudent 

databas e program w/s uffice for 

identification. NO  IE P  in folder!

405 C onexiones Verification of P artic ipation

700 D ropped out of s chool D ocumentation from R egis trar

710 O ut of S chool Youth



MEP-SERVICES RECEIVED BY STUDENT FORM
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• This form should be included in every folder

• Provide detailed information

• If explanation of Instructional Services is needed please refer to the 
Definitions and Guidance of MEP Codes

• If any “203” or “204” services were provided then the Support 
Services Form should be included

• Include a class roster listing the teacher assigned along with the 
dates of service 

• Teacher must sign the Services Received by Student Form

• Some of these codes are district specific. If they do not apply to your 
district, please disregard



MEP-SERVICES RECEIVED BY STUDENT
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MEP-SERVICES RECEIVED BY STUDENT
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CLASS ROSTER FOR MATHEMATICS

TEACHER:MRS.MULLENS

SCHOOL YEAR: 2016-2017
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STUDENT NAME A A A A A A A A A P P P P P P P P P P P P P P P P A A A A A A A A A A P P P P P P P P P P P P P P P P P P P

Trump, Melania A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Obama, Barack A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Bush, Laura A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Clinton, Bill A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Bush, Georgie A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Reagan, Nancy A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Carter, Jimmy A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Ford, Gerald A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Nixon, Ricardo A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Johnson, Lady Bird A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

Kennedy, Jackie A P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P



SUPPORT SERVICES RECEIVED VERIFICATION FORM
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• Include this form if any “203” or “204” services were provided such 
as health, dental, eyeglasses, supplies, etc.

• The front side is to document 203 Migrant funded services

• The back side is to document 204 NON-MIGRANT funded services 
and/or referrals

• This form should be signed by the parent

• If these services were paid by the Migrant Education Program a 
purchase order, receipt or a form of documentation for services 
received MUST be included in the folder



SUPPORT SERVICES VERIFICATION FORM
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PROOF OF SERVICES DOCUMENTATION
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• A purchase order or receipt must 
be included in the folder

• Be sure it references the 
student’s name



STATEMENT OF NEED FORM
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• This form should be completed and signed by a
parent if MEP paid (full or partial)for a support
service due to the parent’s financial hardship

• A new form is required for every school year

• Document the date and the item/supplies
purchased



STATEMENT OF NEED
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AZELLA TEST
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• The results page is the only page required in the student folder.

• It is not necessary to keep the entire test in the folder.

• Every student should have the results page in the folder



DOCUMENTATION OF SPED SERVICES
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• A typed statement that states “Student has IEP on folder” would

suffice

• A screenshot from the LEAs database (e.g. Infinite Campus) can be included



PRIORITY FOR SERVICES - PFS
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• Every student should have a PFS form in their MEP folder

• If you check boxes 1 and 2 OR boxes 1 and 3, then the student qualifies as a

PFS.

• If the student qualifies as a PFS please indicate (on the back side of the form)

which services the student is receiving



PRIORITY FOR SERVICES (PFS)
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THANK YOU!
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If you have any questions please feel free to contact the State Migrant 

Education Program.

Mary Haluska, Mary.Haluska@azed.gov (602)542-5169

Patrick Bohanan, Patrick.Bohanan@azed.gov (602)634-1805

Laura Alvarez Laura.Alvarez@azed.gov (602)542-7463

Doreen Candelaria Doreen.Candelaria@azed.gov (602)542-3747

mailto:Mary.Haluska@azed.gov
mailto:Patrick.Bohanan@azed.gov
mailto:Laura.Alvarez@azed.gov
mailto:Doreen.Candelaria@azed.gov



