Reporting Summer Withdrawal Codes and Late Enrolling
Students — CSR Version

Report S Codes for:

o Students who completed last year at your school and who were expected
to return this year based on their grade level.

o Students who were expected to attend your school this year because they
completed last school year at your regular feeder school(s) and were
promoted. This is true even if the feeder is not in your district!

Students have 10 school days to attend your school. If after 10 days you have
not received a request for transcripts or been notified by the parent or
guardian as to the whereabouts of the student, you must drop the student
from your rolls. For more accurate reporting, many schools take a “white of
the eyes” count for each of the first 10 days of school. Teachers record the
students who are physically in their class, all other students are dropped from
the rolls.

If a student returns to school after the first day, special procedures are
required to correct the date of the E code. See below.

General notes:

1. Schools on CSR must follow different procedures to ensure that the CSR
database is correctly updated. CSR “owns” the enroliment records, so in
some cases, the ETC or someone at the district level must be notified to
remove the enrollment records from CSR or they will come back at the
school level.

2. Within SAIS, a student cannot have both an S code and an E code in the
same school year. In the past, we deleted the S code when a student
returned to school. This is no longer necessary, and certain SIRS reports
will be more accurate if the S code is left in place. Do not delete the S
code if a student returns to school late. SIRS automatically sends a delete
transaction for the S code if it is followed by an E code.

3. All S codes should be reported using the same date. Use the Friday
before school starts.

4. The “Prev School” field on the Personal 2 tab must have the name of the
school last attended. In most cases it is the school reporting the S code,
but it could be the feeder school.

Instructions for entering S codes for students
Example 1: Student has an E on first day of school

S codes must be reported with dates outside of the school year and the E
code on the first day of school is no longer correct. The E will be removed
once the S code has become the active status, it cannot be removed before.
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First, use the Edit button to modify the effective date of the E code. Use the
Thursday before school started as the new E code effective date.

EE [l s |
1 Ahlrarez, Christopher A {1010028: Current
[ Grade: 06 APSCC School
Personal-1 | Personal-2  Status | Government | Government I Info-1 I Info-2 I Custom
Status Date School —
E1 Mew Returning Student 081652004 APSCC School
E3-Mew Outside District 0871142003 APSCC School
Click the Edit Ti§ Alvarez, Christopher {10100284) [ o=l
button. Change e = [J5 Returning 08/1 62004 el = | Status [E1 rew Retuming st =]
the E Code ————— |Fa Mew Outside DOSM 15200 PSCC School a e
. —— P Effective Date |[ERPIFIIL] =
Effective date
P Schaal
to the Thursday
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€ ¥ Active Status
started. —
A
[ =
ﬂithdrawl Remove I Close I

Next, withdraw the student. Use the Student/Withdraw Student menu option
to ensure that CSR is correctly updated. Select the student, press Next, then
select the correct S code and effective date. Use the Friday before school
started as the Effective date. Click on Finish to complete the process.

;,',IE Withdraw Student ;lglﬁl

Anders, Britnie (10100317}  Grade: 03
E1 New Returning Student APSCC School

Choose the Withdrawal Status for this student.
Click finish to continue.

Status |S1—SummerTransfer-S1 j
Effective Date |DBJ’1 32004 E
g 9 10 1 12 14
15 16 17 18 18 20 21
. 22 23 2 5 2 IF 28
23w Previous Finish Cancel
Jan | Feb | Mar | &pr | May | Jun
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Notify the ETC or your district level CSR person to remove the E code that
was modified from CSR. In your data, highlight the record and click the
Remove button. Be sure to fill in the Prev. School field on Personal 2 for the
student with the name of the school.
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» Alvarez, Christopher A (1010028: Withdrawn
[ Grade: D6 APSCC School

Personal-1 | Personal-2  Status |Governmerﬂ | Government | Intfo-1 | Info-2 | Custom

Status Diate School —

E1 New Returning Student 0851 2i2004 APSCC School
E3-New Qutside District [08/11/2003 [4PSCC School
A alvarez, Christopher (10100284) ~=lol =]

51-Surmmer Trans08/13/2004 chool =] Staus [E1 Mew Returing 5t =]
E1 Mew Returning 081 272004 AP chan Effective Date |08/ 22004 EI

E3-Mew Outside D021 152003
School

[2PECC Schenl [
[ Active Status

Edit

Enrall DOutside Remove | Close

Highlight the
summer E, then click

. _—— on Remove.

Example 2: Student has an E from a previous school year

If a student has a “carry over” E code from a previous school year, simply
withdraw the student with the correct S code. Use the Friday before school
starts as the effective date. You must use the Student/Withdraw Student

menu option to ensure that CSR is updated correctly. Select the student from
the list, then select the S code and the effective date. Click Finish to complete

the task.

1% withdraw Student

Armenta, Eduardo (1010020} Grade: D5
E1 New Returning Student APSCC School

Choose the Withdrawal Status for this student.
Click finish to continue.

Withdraw Status |S1—SummerTransfer- g1 j
Student Effective Date [0813/2004 =

SIRSY3 - APSCC School - User: System Adminisk x|

@ Are vou sure you wish to withdraw this student?

es T

=101 ]

Previous | _Finish

Cancel I

Be sure to fill in the Prev. School field on Personal 2 for the student with the

name of the school.
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Enrolling S Coded Students

In the past when a student returned to school after an S code, the student
was enrolled with an E code and the S code was removed. The student
should be enrolled with the appropriate E code, but do not remove the S
code. SIRS automatically sends a delete transaction for the S code to ADE
with the next SAIS submission.

Note the ID number of the student, then use Add Student for Current Year.
Enter the ID number and update the forms with the new E code and effective
date. Update any demographic information as well.

118 apsce High School - User: System Administrator,
File Edit BSOGERE Attendance Grades Events Schedule Setup  Window Help

Demographics CTRL+D
Emergency

Student History

Student Audit Hiskory

Special Education »

Add Student for Current Vear

Add Student For Mext Year

Student Inquiry
Student Spreadsheet Data Entry

‘iithdraw Student

‘Withdraw Outside Student
Release Pre-Registered Student ;?.'JE Add Student for Current Year
Delete Student

Glohal Updates Enter 1D number if known. ..

Random Assignment

Assignment by Day/Period 10 Mumber

Merge Students
OR Enterthe search criteria below....

Label Wizard

User Defined Reports Add Student Lol Last Mame {* Exact Mame Match
Demagraphic Beports L Lol First Name ™ Partial Maime histch
Government Reporting ’ for Current

Audit Reports 3 Year Lol Mid Mame
Student Composite Report Gender J
Student Partfolio 3 [EDiilh DFiE2 @

Frevious et Cancel

When the process is complete the status screen looks like this.

T8 APSCC High School - User: System Administrator
File Edit Student Attendance Grades Ewents Schedule Setup  ‘Window Help

g Demograp hics

Zeus, Amber K (20100769}
Grade: 10

APSCC Higllcslglllzlonl %ﬁ ﬂ

" 1GoviD

Personal I-1 | Personal -2 Status | Governmel nt } Government I Infa-1 ] Info-2 } Custom
Apple, Alan & (20100782
Baby, Christopher C (201 Status Date School
3335;?33?53%%:?& E1- RETURNING STUDEMT | 08/30/2004 APSCC High Schoal
e e el 54-SUMMER STATUS UNKNO|08/06/2004 APSCC High School
Fiun, Atils B (20100895) EB-Mew, Outsids AZ 08/13/2003 APSCC High School

MWarguizs, Claire € (20100
Teus, Amber K (201007€

Motes| Multi Add | Multi Comm| Contact I
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