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What we will discuss:
• Overview of the SAAR system functionality 

• How to find your prior year ADA for your SAAR submission

• Submitting your Growth Factor File 

• How each adjustment affects the SAAR calculation 

• Breakdown of SAAR Reports by column

• Transportation funding 

2



SAAR System
How the system works and features within the system



SAAR Application
• SAAR Application  
• Login using your Microsoft credentials
• Once in the application, you will see your Home screen.  The active report will be highlighted in 

green. 
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https://opsupport.education.ky.gov/SAARII/Landing
https://opsupport.education.ky.gov/SAARII/Landing


District Information Details Tab



District Users Tab

• Superintendent – Access to verify final reports
• Finance Officer –View only rights
• District User – Access to upload, edit files.  This would include DPP/DPP assistant
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Request New User Tab
• Report Manager | Request New User 

• Submit will trigger an email notification to KDE to add the user
• If you need to deactivate a user, you will need to reach out to Laura Loman via email



Data Cleanup 
• Ethnic Count Manual Verification
• State Enrollment Overlap Report
• Missing Enrollment End Status
• Kindergarten Full-Day/Half-Day 

Indicator
• ADA/ADM Report – Full Year
• Student Schedule Gap
• Overlapping T-Codes
• Missing T-Codes

• Period Schedule Gaps
• Non-Resident-Out of State 

Students
• Overage/Underage
• Expulsion Attendance 
• Partial Day Students
• Home Hospital Students
• Funding Gap Audit Report
• District Daily Attendance Report
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Historical Reports

• View any historical reports for 
Growth Factor, Jan GF and 
SAAR

• This is how you will access your 
prior year ADA on the 
attendance summary report



How to find your prior year ADA

• Access your Attendance Summary report from the prior year
• Add together columns E1 & E2 to get your total prior year ADA
    E1 (145.43) + E2 (2,195.01)= Prior Year ADA is 2,340.44 



SAAR Adjustments
How each component affects your SAAR calculation 



NTI Day Setup 
• Non-Traditional Instruction Days 

(NTI) can be used when the 
district is closed due to 
health/safety related issue (up to 
10 days) and approved yearly by 
KDE

• NTI days are considered a school 
day with instruction

• No Transportation is calculated on 
SAAR for NTI days



Five Low Attendance Days
• The five lowest attendance days are 

automatically deducted from your SAAR
• Run the District Daily Attendance 

Report under SAAR
• Type in last years ADA
• Click the Load 5 Low Attendance Days 
• Generate the report 

• Last years ADA will be shown in red 
• The report automatically removes the 

five low days and will put a daily 
attendance identifier of “L” beside 
those days 

• ADA is completely dropped and not 
replaced for your Low 5 days



Ten Low Weather Days
• A district may choose an adjustment for 

up to 10 Low Weather Days when district 
attendance was low due to weather-
related conditions 

• District must keep documentation 
supporting the weather-related conditions 
for these days

• The ADA on these days must be lower than 
your prior year ADA

• You can not have a Low Attendance Day 
and Low Weather Day on the same day

• The ADA on these days is deducted and 
replaced with your prior year ADA

• These days will show on your district daily 
attendance report with a daily attendance 
identifier of W



Overage/Underage Adjustments
• Each District should have a board policy to allow a student to attend public 

school who does not meet the age requirements
• Students enrolled under this policy will be included in a schools ADA
• In Order to receive the SEEK formula amount for an underage kindergarten 

student, you must check the “underage waiver” box



Adjustment for Home Hospital
• The minimum requirement for students 

on Home Hospital (HH) is two (2) one-
hour visits by the HH teacher each week 

• This is the equivalent to five days of school 
attendance (ADA)

• HH gets additional funding to cover the cost 
of sending teacher to the student

• 2025-26 SY Home and hospital students are 
funded:

 Current Per Pupil SEEK $4,586
 HH add on $4,486



Virtual and Performance Based 
• Virtual/Performance Based (VPB) ADA is 

not calculated in the Growth Factor 

• All funding for VPB comes in on the SAAR

• To receive ADA for VPB students a final 
grade must be placed on the grading task 
(Not transcript) prior to completing your 
SAAR

• No VPB for Grade 00 - Grade 04

• VPB adjustments come in under ‘IC 
adjustments’ tab on the SAAR



Suspension and Expulsions
• School districts may receive funding for up to 10 days for a child 

who has been suspended

• Expelled students must be properly documented for the district to 
receive funding

• Funding will be based on the start and end date of the expulsion in the 
student’s behavior record

• District may receive funding for up to one year or 175 days for a student 
that is expelled



Transportation Codes
• T1 = twice, more than a mile
• T2 = twice less than a mile
• T3 = once, more than a mile
• T4= once, less than a mile
• T5= Special Transportation 
• NT= Not Transported
• Students without a t-code will default to Non-Transported 



Submitting the Growth Factor



Growth Factor Basics
• Submission window opens October 1 
• The submission is mandatory 
• It is due to KDE 10 days after the last day of the 2nd month but no 

later than November 1
• It is used to identify districts experiencing growth that may qualify 

for additional funding
• If a district does not incur any growth or shows a loss in ADA, there 

is no deduction of program funding to the district



The Growth Factor report includes:
• Aggregate days of attendance and absence

• Race and gender counts

• Adjustments for less than full-time (partial day) attendance

• Non-Contract students

• Overage and underage students for the first two months of school

• Home Hospital Attendance 



Creating Your Growth Factor File
Path:  KY State Reporting | Growth Factor
• Run the State Format Fixed Width for all 

Schools
• Leave the date range blank
• Select 'All Types' (R1, R2, R4, RH)
• Generate Report
• The file name should be saved as GFXXX.YY 

(XXX = District Number, YY= School Year)
• Example: GF011.26
• Submit the file to SAAR Application
• Be sure to run and save the "PDF" versions of 

the same files under the Extract Format field 
for comparison.

https://opsupport.education.ky.gov/SAARII/Landing


Submitting your Growth Factor File
• Login using your Microsoft credentials 
• From the home screen, you will go to Growth Factor| Upload File 
• From this tab you will see if you have any active issues and once those are 

resolved you will be able to select the “Complete Submission”
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Details
• All data from your IC upload will be imported on these tabs 
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Verification Process
• Once verified by KDE, the Superintendent will be able to verify or deny 

the file. 
• The superintendent will be notified via email at this time.
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SAAR 
Breakdown of Reports
How each component affects your SAAR calculation 



SAAR Submission Reports
• Once you submit your SAAR, the data is 

broken down into four reports
• SAAR Attendance Summary Report
• SAAR Attendance Adjustments Report
• T-Code Comparison Report
• Transportation Summary Report



SAAR Attendance Summary Report

Look Back to Last Year’s Full AADA
C1 = Grade 0 Number of Low Weather Days + Number of Non-Traditional Days * Last Year’s Full AADA 
(3 + 10) x 19.84 =257.96
C2 = Grade 1-12 Number of Low Weather Days + Number of Non-Traditional Days * Last Year’s Full AADA 
(3 + 10) x 264.43 = 3,437.59



Attendance Adjustment Report



SAAR Attendance Summary Report
Columns A1 and A2
Aggregate Attendance



Aggregate Attendance Before Adjustments

Three reports show Total Aggregate Attendance
District Daily Attendance - breaks it down per day 
SAAR Record 7 – breaks down by grade 
Columns A1 and A2 – breaks down by Grade 0 and 1-12 



Columns A1 and A2 
Record 7- SAAR Report

You will find the 
total Aggregate 
Day Present for K 
and 1-12 in SAAR 
Record 7

A1 = 17,617.00
A2 = 209,593.01



SAAR Attendance Summary Report
Columns B1 and B2
Attendance Adjustments



SAAR Attendance Adjustment Report

Columns O, Q, S, U, and W are all Kindergarten (Grade 00)
Columns P, R, T, V and X are all Grades 1 – 12

Column W is kindergarten coming in (v/pb, SSP1, SSP2)
Column X is Grades 1 – 12 coming in (v/pb, SSP1, SSP2)

Taken out of the calculation Low 5, Weather, NTI, Non-Contract, Overage/Underage



Record S and Record X from SAAR (In)



Record V from SAAR Report (In)

SSP1+SSP2    372.50
Virtual           6,087.24
P/Based       1,317.95 
                  = 7,777.69
 



Five Low Attendance Days (Taken Out)



SAAR Report - Record W (Taken Out)
SAAR Report - Record W



Substituted Days
• Weather and Non-Traditional Days will be replaced with Last Year’s 

AADA

• Weather ADA Taken Out = 1,323.70 Weather Replaced =  1,490.56

• NTI Days  ADA Taken Out = 16,748.71     NTI Days  Replaced = 14,905.60         

Non-Traditional Days



Non-Contract and Overage/Underage (Out)

There are no kindergarten (Grade 00) Non-Contract or overage/underage
There are no Grades 1-12 Non-Contract but do have an overage student
There is a Grade 14 that we saw in Record 7 that is in Column V



B1 & B2 Adjustment Calculation
Attendance Summary Report
• B1 Kindergarten & B2 Grades 1-12 

• (V/PB + SSP1 + SSP2) – (Low 5 + Weather and 
Non-Traditional + Non-Contract + 
overage/underage)

• SAAR Report Sections
• Record V = Virtual/Performance Based
• Record S = Suspensions
• Record X = Expulsions
• SAAR Record 9 = non-contract/overage 

and underage
• SAAR Record L = 5 Low Days
• SAAR Record W = Weather Days
• SAAR Record N = Non-Traditional Days

B1 = W – (O + Q + S + U)
(Grade 0 v/pb+ssp1+ssp2) – (low 5 + W 
+NTI + non-contract + overage/underage)
B1 = 0 – (486.00 + 104.50 +0 + 0)
B1 = -590.50

B2 = X – (P + R + T + V)
Grade 1-12 v/pb+ssp1+ssp2 – (low 5 + W 
+NTI + non-contract + overage/underage)

B2 = 7,777.69 - (5,949.28 + 1,219.20 + 0 
+ 26.00)
B2 = 583.21



SAAR Attendance Summary Report
Columns C1 and C2
Substituted Days



Substituted Days Calculation
SAAR Attendance Summary Report

• Look Back to Last Year’s Full AADA
• C1 = Grade 0 Number of Low Weather 

Days + Number of Non-Traditional Days 
* Last Year’s Full AADA 

• (1 + 10) x 118.05 =1,298.51
• C2 = Grade 1-12 Number of Low 

Weather Days + Number of Non-
Traditional Days * Last Year’s Full AADA 

• (1 + 10) x 1,372.52 = 15,097.70 
• C1 + C2 = Y (Substituted Days)



SAAR Attendance Summary Report
Columns D1 and D2
Adjusted Reported



D1 and D2 Adjusted Reported Calculation
SAAR Attendance Summary Report

• Reported – Adjustments = Adjusted Reported

• D1 = A1 – B1

• D1 = A1 (17,617.00) – B1 (-590.50) =  17,026.50

• D2 = A2 – B2 

• D2 = A2 (209,593.01) – B2 (583.21) =  210,176.22



SAAR Attendance Summary Report
Columns E1 and E2
Full Adjusted Average Daily Attendance (AADA)



E1 and E2  Total AADA Calculation 
SAAR Attendance Summary Report

• Substituted Days + Adjusted Reported / (Number of Days Reported – 5)

• E1 = D1 + C1 / (K-5)

• E1 = D1 (17,026.50) + (1,298.51) / (172-5) = 109.73

• E2 = D2 + C2 / (K-5)

• E2 = D2 (210,176.22) + C2(15,097.69) / (172-5) = 1,348.95



SAAR Transportation Reports
Transportation Comparison Report
Transportation Summary Report



T-Code Attendance Comparison Report
Example is one School on the district report



Transportation Summary Report
T1 Reported =
T1 + ½ T3
23,849.25 / 170 
140.29 T1 ADA

T2 Reported =
T2 + ½ T4
1,692.00/170
9.95 T2 ADA

T5 Reported =
2,138.00
12.58 T5 ADA

NT Reported =
NT + ½ T3 + ½ T4
65,618.75 / 170
385.99 NT ADA

170 = Total Days Transported



How to Claim a Low Weather Day
• Low Weather Days are not the same as Low Attendance Days

• When running the SAAR Report, be sure to click on the Detailed Report, District 
Daily Attendance 

• Make sure to plug in Last Year’s Full SAAR AADA (you will find that by looking back 
in the reports found for your district in the reports tab of the SAAR Application 
Link), 

• Hit the button, “Loade 5 Low Attendance Days,” and the system will automatically 
grab the Low 5 Attendance Days

• Weather Days are manually claimed by the district and not loaded 
automatically

• Once you run the District Daily Attendance Report, your district can claim 
a low weather day on any day that there was bad weather and lower ADA 
from last year, up to ten weather days per school year.



Run the SAAR District Daily Attendance



District Daily 
Attendance 
Report



Growth Factor Reports
Growth Factor Summary Report
Growth Factor Gain/Loss Report



Growth Factor



Growth Factor School Summary Calculations



Growth Factor School Summary



Growth Factor Gain/Loss



Resources
• Guidance Document for GF/SAAR

• Submission Link for the SAAR

• SAAR Website

• Growth Factor Website

• Pupil Attendance Manual

https://www.education.ky.gov/districts/enrol/Documents/SAAR%20Training%20Document%20%20%28Updated%208.19.2025%29.pdf
https://www.education.ky.gov/districts/enrol/Documents/SAAR%20Training%20Document%20%20%28Updated%208.19.2025%29.pdf
https://opsupport.education.ky.gov/SAARII/landing
https://opsupport.education.ky.gov/SAARII/landing
https://www.education.ky.gov/districts/enrol/Pages/Superintendents-Annual-Attendance-Report-(SAAR).aspx
https://www.education.ky.gov/districts/enrol/Pages/Superintendents-Annual-Attendance-Report-(SAAR).aspx
https://www.education.ky.gov/districts/enrol/Pages/Growth-Factor-Reports.aspx
https://www.education.ky.gov/districts/enrol/Pages/Growth-Factor-Reports.aspx
https://www.education.ky.gov/districts/enrol/Documents/2025-26%20Pupil%20Attendance%20Manual%20Final%208%208%2025.pdf
https://www.education.ky.gov/districts/enrol/Documents/2025-26%20Pupil%20Attendance%20Manual%20Final%208%208%2025.pdf




Student Tracking Data Branch at KDE
• Jessi Carlton – Jessica.carlton@education.ky.gov

 (502) 564-5279, Ext. 2468

• Ronda Devine – Ronda.Devine@education.ky.gov

 (502) 564-5279, Ext. 4444 

• Josh Whitlow – Josh.Whitlow@education.ky.gov

 (502) 564-5279, Ext. 4450 

• Samantha Engstrom– 
Samantha.Engstrom@education.ky.gov

  (502) 564-5279, Ext. 4434

• Laura Loman – Laura.loman@education.ky.gov

 (502) 564-5279, Ext. 4485

• Rodney Bennett – Rodney.bennett@education.ky.gov

  (502) 564-5279, Ext. 4449

• Ruth Britt– ruth.britt@education.ky.gov 

 (502) 892-6776 

• Sasha Reinhardt– Sasha.Reinhardt@education.ky.gov 

   (502) 892-6871

• Becky Walsh – Becky.Walsh@education.ky.gov      

 (502) 892-6778

mailto:Jessica.carlton@education.ky.gov
mailto:Ronda.Devine@education.ky.gov
mailto:Josh.Whitlow@education.ky.gov
mailto:Samantha.Engstrom@education.ky.gov
mailto:Laura.loman@education.ky.gov
mailto:Rodney.bennett@education.ky.gov
mailto:Sheila.Harned@education.ky.gov
mailto:Sasha.Reinhardt@education.ky.gov
mailto:Becky.Walsh@education.ky.gov
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