Withdrawing Students Procedural Checklist
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Withdrawing a Student: Follow these steps to withdraw a student from a
building or district. Withdrawal Codes are used to describe the reason a student
is leaving school such as moving, dropout, etc. Withdrawal codes are also
reported to EMIS so EMIS Codes are required when adding or editing a
Withdrawal Code. Unless otherwise noted, see Student and Registration Guide
for details.

|| Define Withdraw Codes — Before withdrawing a student, verify that
appropriate Withdraw Codes have been defined. You can view inactive

codes by un-checking the Show Active Only checkbox.

Navigation: Studentinformation — Management — School Administration
— Student Codes Administration — Withdraw Codes

Withdraw Codes Maintenance

From this sereen, you can display. add, change and delete data pertaining to withdraw codes

Code  EMISCode  Mamea Description Active

£ £ Complated HS Grad require. /courss requir. & passsd | Completad crse requ; passed assessments
Death Death

43 43 Expelied Expelied

4 bl Moved: not known to be continuing Moved;nat known to be continuing

No longer eligible to be enolled in distric

]
44 44
72
5 R biliy for the Student
7%
81 E:
45 4
41 4
42 4
4 4
40 e Trans schl out of OH
Transfto home

rawn because it has been deemed to be in the best interest of the student if he/she waits ene mare year until starting histher KG experience

4B EEEE R EREEREEREEEEEEE R R R EE R E E
R N N N Y
(BN BN AR BN BN BN AN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN AN )

w Active Only
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|| Enter Final Mark (optional) — Navigate to the Student Marks page for the
final attending reporting period. See Marks Guide for details.

Navigation: Studentinformaion — SIS — Student — Marks — Student Marks

Student Marks

From this screen, you can view a student’s marks for each completed or present course.
Show Completed Courses Only Dropped Withdrawn

Marking Pattern: Full Year

Q. Quwz  Ext Semi Qurd Qud Ex2 Sem2 Fin

Course Section Mark Mark Exam Avg Mark Mark Exam Avg Fin
0H0051 - ALGEBRA | (Section 5) . A B A

0H0068 - ZOOLOGY (Section 1) . A A A

0H0071 - AMERICAN HISTORY (Section  » A A A

6)

0H0151 - FRENCH Il {Section 2) . A A A

0HOSHF - Academic Assistance/Study

Hall (S 1)

0H1030 - "ACCELERATED ENGLISH 9 . B B B

(Section 1)

23 - Class of 2023 (Section 1)

e Click the course section to add marks.

e Add the student marks as needed.

Student Mark Entry - DONOVAN, MARCUS
This screen is used to perform mark entry for a student

Show Marks List Show Display Options Show Comments List

Save Changes

Course Section Mark Value General

0H0051 - ALGEBRAI: Section 5 Mrk1 m

Mrk2

Semf1 A
Mrk3
Mrkd
Ex2
Sem2

Fin
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[ | Enter Withdraw Student Info — Determine whether this is a building or
district withdrawal and fill out other required withdrawal information. Be sure
to set the student’s new Student Status to Inactive (or another appropriate
withdrawn Student Status code), and check the boxes to clear the student’s

Locker and Homeroom Assignments, if desired.
Navigation: Studentinformation — SIS — Student — Withdraw Student

District Withdraw
Withdraw Student

From this screen, you can withdraw a student from the working school.

0 In order to withdraw a student from the working school for the current school year, please enter a withdraw
date and select a valid withdraw code. If you are sure you want to withdraw the student, please select the
submit button from below.

Building District

Admission Date: /2172019

Withdraw Date:” [t0/7/2019 =

Withdraw Reason:” -- Select a Withdraw Reason -- v
Withdraw to District IRN: ™ - Q

Withdraw to District Comments:

Student Status:” r

Remove Locker Assignment: e
Remove Homeroom Assignment: +

- JE=3

Building Withdraw
Withdraw Student

From this screen, you can withdraw a student from the working school.

) In order fo withdraw a student from the working school for the current school year, please enter a withdraw
date and select a valid withdraw code. If you are sure you want to withdraw the student, please select the
submit button from below.

Building District

Admission Date: 82172019

Withdraw Date:" hos7rz019 =

Withdraw Reason:” — Select a Withdraw Reason — T
Withdraw to School IRN: [ Q

Withdraw to School Comments:

Student Status:” M

Remove Locker Assignment: L
Remove Homeroom Assignment:

[
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[] Verify Admission History Page (optional) — View the Admission History
Summary page to ensure that student withdrawal information has been
properly updated.

Navigation: Studentinformation — SIS — Student — Admission History —
View Admission History

Admission History Summary

This page digplays admission and withdrawal history for the zelected student

Galion
+ Galion Middle Schoaol
BI2102017- 5/24/2018
Gi2002018- 5/23/2019
+ Galion High School
&/2172019- 107772019 Withdraw Code: 74 Moved: not known to be continuing
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[ Edit Admission History Details (optional) — You can edit Admission History

details, to change admission dates, admission codes and student calendars,

if needed.

Navigation: Studentinformation — SIS — Student — Admission History —
Edit History Details

Year

2017 -

2017 -

2015 -
#2019 -
[ & 2019-

2019 -

2018

2018

2019

2020

2020

2020

School Year Type: |Regular ¥

Date
Aug 14, 2017

Aug 14, 2017

Jul 01, 2019
QOct 07, 2019

Oct 07, 2019

Admission/Calendar History Details

Click on the edit and delete icons to manage the student's admission events.

Event

District Admission
Building Admission
Intrabuilding Progression
Building Admission
Building Withdraw

District Withdraw

School

Galion

Galion Middle School
Galion Middle School
Galion High School
Galion High School

Galion

Calendar Code

DFLT

DFLT

DFLT

DFLT

Moved: not known fo be confinuing

Schoel Year:
Event:
School:

Calendar:”

2019 - 2020

Building Admission
Galion High Scheol

Admission Code:

Admission Date:"|F/1/2019

Admission/Calendar History Details

Click on the edit and delete icons to manage the student's admission events.

HS Default (Default) v

| | Remove Next Year Admission (optional) — If the student has been enrolled

into the next school year already, this withdrawal will not have affected that

admission. Click the trash can icon on the future admission record on the

student’s Edit History Details page to remove that admission as well.

Navigation: Studentinformation — SIS — Student — Admission History —
Edit History Details
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[ ] Re-Enroll Accidentally Withdrawn Students (optional) — If you accidentally
withdraw a student you did not intend to withdraw, you can re-enroll the
student from the Edit History Details page. Simply delete the withdrawal
event using the trash can icon. Note: This only applies during the school
year. If you accidentally withdraw a student with a Summer Withdrawal, you
will have to re-enroll them completely.

Navigation: Studentinformation — SIS — Student — Admission History —
Edit History Details

Admission/Calendar History Details

Click on the edit and delete icons to manage the student's admission events.
School Year Type: Regular ¥
Year Date Event School Calendar Code
2018 - 2019 Aug 08, 2018 | Disirict Admission Galion
2018 - 2019 Aug 08, 2018 | Building Admission  Galion Middle School DFLT
& 2019-2020 Jul 01,2019 Building Admission Galion High School DFLT
]ﬁ[ &  2019-2020 Oct07.2019 Building Withdraw  Galion High School DFLT Mowved: not known to be continuing

2019 - 2020 Oct 07,2019  District Withdraw Galion

Admission/Calendar History Details

Click on the edit and delete icons to manage the student's admission events.

Are you sure you want to delete the following admission event?

Building Withdraw on 10/7/2019

Admission/Calendar History Details

Click on the edit and delete icons to manage the student's admiszion events.

The admission event was successfully deleted

School Year Type: |Regular ¥
Year Date Event School Calendar Code
2018 - 2019  Aug 06, 2018  District Admission Galion
2018 - 2019  Aug 08, 2018 | Building Admission Galion Middle School DFLT

W & 2019-2020 Jul01,2019  Building Admission  Galion High School DFLT
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You will need to go to the student’s profile, and change the student’s Status to
the correct enrolled status (for example, from Inactive to Active or Non-
Resident), and change the student’s Grade Next Year to the appropriate

grade.

Navigation: Studentinformation — SIS — Student — Edit Profile — General
tab

Edit Student Profile

From this screen, you can display and change information regarding a students profile.

General Additiona Custom Frivate F5-Standing FS-Attendancs FO-Atiributes FM-Attributes FM-Graduate Transporiation
=S
Last Modified: 100772012 2:31 PM by User: amy

Student Number: fzE01731 | Auto-Bssign Student Status:" |- INACTIVE v h

First Mame: " MAURICE Middle Name:
Last Mame:™ DAWSON Called Name:

Last Name Suffix:

Gender:" MY Birthdate: " 021022014 £ Age:s

Local Ethnic Category: (W - CAUCASIAN v Verified With: v

Hispanic/Lating:™ N - No, the student is not Hispanic/Latine ¥ Birthplace City:

Racial Group(s): A-Asian B-Black or African American I-American Indian or Alaska Native P-Native Hawaiian or Other Pacific Islander |« W-White *
Summative Race:” W - White, Non-Hispanic ¥

Native Language: ENG - English (Default) ¥ Home Language: *** - Neither LEF nc ¥

Address of Residence (For Address Verification) Mailing Address |« Use Address of Residence

Strest:” 4007 DAWSON Road Strest:” 4007 DAWSOM Road

City. State, Zip:™|BALION OH ¥ 44833 City, State, Zip:"|GALION OH ¥ 42833

Fhane Number: [419) 555-8069 Unlisted Student Email: student@donotuse.com

Building Grade:" 0g-0p ¥ Grade Mext Year: OR-DR ¥ ﬁ

EMIS Grade: 08 EMIE Grade Next Year: DR

¥} Changing the Building Grade does not change the State Equivalent Grade ¥ Changing the Grade Naxt Year does not change the EMIE Grade Mext Year.
The FD tak can be used to change the State Equivalent Grade. The FM tab can be us=d to change the EMIS Grade Mext Year.

Frogram: 10 - SPECIFIC LEARNING DISA v Home school IRN: Q

Home Schaol:

Attendance Calendar:  |HS Default (Default) ¥ Repart to EMIS: [
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You will also need to go to the FS-Standing tab on the student’s profile, and
correct the District Withdraw Date and Withdraw Reason, if the accidental

withdrawal was a district withdrawal.

Edit Student Profile

From this screen, you can display and change information reparding a students profile.

# Show Current Year Only

ﬂ | Cance: | New Student Standing Ignore EMIS Situation Errors )

Last Modified: 10/772018 2:22 PM by User: amy

EMIS ID-[T17032238 State Student ID (5 5ID)QT1703232

Effective Start Date:” 2212018 Satellite Student

District Admission Date: B/6/2018
Admitted From IRN: [===**

District Withdraw Date: |10/7/2019

Attending Building IRN:|012773 - Galion High Schoal ¥
Assigned Building IRN:|*==~ ¥
County of Residence:” |17 - Crawford ¥

Exclude F5 Records from Fall Initialization Updates

¥} This check box is not school-year specific and should not be selected unti the student has been promoted

[r——— Withdraw Reason: |74 - Moved: not known to be continuing ¥ h
Withdraw |

Genera Additianal Custom Private F 5-5tanding FE-Attendance FD-Attributes FMN-Attributes FH-Graduate Transportation
Start Withdraw = Withdraw EMIS District District Of How How Percent Attending Sent To SentTo  Sent To %
Date Date Reason Situation Relationship Residence Received Received IRN  Of Time Building IRN  Reasoni1 RN A1 OF Time 1
W | & 8212010 | 10712010 | T4 0 1 044024 N 87 012773 v 051417 | 0
m S THRME - 5 i 044024 |2 | e 00 012773 HNA | e 0

Admission Reason:” |8 - Transferred from other Chic public districtcommunity school ¥

Q-

Withdrawn To [RN: == - Q
EMIS Situation:” |8 - Resident attending but takes JU'S satellits courses BT ¥
District Relationship: |1 - Stud. revg instr. in whole/part from rep. dist ¥

District of Residence: 044024 - |Galion City SD Q
How Received: - Mot Applicable ¥

How Received IRN: [~ Q
Percent of Time: a7

Tuition Type: M - Mon-tuition student (defaul) ¥

SentTe 1: Sent To 2:

Reason: JV - Joint Vocational School District program participant ¥ Reason: MA - Mot sent to ancther district {default) ¥

IRN: 051417 - [Fionear Career & Technology QUIRN: s Q
Fercent of Time:zf0 Percent of Time:|0

Note: Also, check the Report to EMIS checkbox on the FN-Attributes tab if
it has been unchecked and the student should be reported to EMIS.
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Review the student's schedule using the Request Assignments page. Un-
check the Show Active Only checkbox. For each course section assignment
with a stop date in the past (or on the current date), add a new assignment for
the same course section starting the day after the stop date. For course
section assignments with a stop date in the future (and the same as the start
date), instead Remove those course section assignments (with the trash can
icon and the Remove/Delete option) and re-assign the student to those
course sections (linked to the student's request, if any) with the original start

date.

Navigation: Studentinformation — SIS — Student — Student Schedule —
Request Assignments

You can also re-enter the student's schedule on the Course Section
Assignments page. Make sure to check Dropped and click Search to view

Dropped course section assignments.

Navigation: Studentinformation — SIS — Scheduling — Course Section
Assignments

Note that on this page, you will be unable to see the dropped
assignments while adding each new assignment (assignments will no
longer be linked to requests). Don't forget to click Save Changes when

you are finished on this screen.
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Course Section Assignments

From this screen, you can display, add, change and delete data pertaining to Course Section Assignments.

Schedule:”| Default Schedule ¥ Schedule Result:"| Default Schedule Result ¥ status:”[#| Assigned Dropped
Course: [..| course Term: v Removed
Date: =] Teacher: v

Add Course Assignment Drop All Assignments. U TIETEEETS | cancel changes |

Course  Course Name Section Meeting a Teacher Term Type Status Start Date End Date
Tl & OHO030 CPENGLISH9 1 1 (C205) JEAN DELGADO Full Year = Manual Dropped Aug 21,2019 Oct07,2019
il 4 O0HOO71 AMERICAN HISTORY 2 2(C123) DEBORAHWALSH | Full Year | Manual Dropped Aug 21,2019 Oct07.2019
T & OHO063 | BIOLOGY 3 3(C223) MELINDAMONRCE = Full Year ~ Manual Dropped Aug 21,2019 Oct07, 2019
il & O0HO285 CULINARY FUNDAMENTALS 3 4(C113) SHERRY DOYLE Semester 1 Manual Dropped  Aug 21,2019 Oct07, 2019
Tl & O0HO269 ROBOTICS 2 5A.5B (C103) SARAJOSEPH Semester1 Manual Dropped Aug 21,2019  Oct 07, 2019
il 4 O0HO171 | Lunch 2 5C (CAFE)  ANDREAORTEGA | Semester1 Manual Dropped Aug 21 2019 Oct07.2019
Tl # OHOO51 ALGEBRAI 3 6 (C212) NICHOLAS COX Full Year = Batch Dropped Aug 21,2019 Oct07,2019
Tl & O0H3038  READING FUNDAMENTALS 1 7(C105) MAUREEN KIRK Semester1  Baich | Dropped  Aug 21,2019 Oct07, 2019
fil 4 OH3160 RR Academic Assist/Study Hall 5 8 (C213) DUANE BANKS Full Year = Manual Dropped Aug 21,2019 Oct07,2019
W 4 23 | Classof2023 1 11 (LIBR) RUBY ERICKSON Full Year | Manual Dropped Aug 21 2019 Oct07,2019

When Removing assignments with the same start date and stop date in the
future from the Course Section Assignments page, you should re-assign
those courses on either the Request Assignments page (linked to the

request), or on the Student Requests page.

Navigation: Studentinformation — SIS — Scheduling — Requests

|Student Requests
Frrom tis soreen. s

ro add.

ol [7] 7 ispay Assio

P
B ¢ 0s-oRamNe e pproved ° °
2] # | 0310- ENGLISH 12 1 Approved L ) #  0310-ENGLISH 12 Secion: 3 Batch Cropped
B &4 080-ADVHATH & Aoproved . ©°
@ &4 izm-usow Approved ° ©
& s | oor- Aoproved ° o s 10 Section: ach  Oropped
/] Show Active Only

Also, if you selected to clear locker or homeroom assignments when
withdrawing the student, you will need to re-assign the student's locker and
homeroom. See the Assigning Lockers to Students Procedural Checklist and

the Assigning Homerooms to Students Procedural Checklist for more detalils.
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If the student actually withdrew, and then came back at a later date, you
would need to re-register the student, but only fill out the required fields on
the Registration Pre-requisites tab of the Registration Wizard. When
Studentinformation informs you of a Strict Match on the Possible Matches

tab, you could re-activate that student’s information.

Navigation: Studentinformation — SIS — Registration Wizard —
Registration Pre-requisites tab

Student Registration Wizard

From this screen users can register students

Registration Pre-requisites Possible Matches Complete Registration Family Group EMIS

First Name:* :Ihﬁddle Name: l:l Last Name:"'|:|
CalledName: [ socialSecurity{ | Emsi: [ ]
Student Number:|:|5irthdate:* l:l g2 Age: l:l

Gender:" Grade:"

l:‘ Student is a Non-Attending Graduate

! Next > |

Navigation: Studentinformation — SIS — Registration Wizard — Possible
Matches tab

Student Registration Wizard

From this screen users can register students
Registration Pre-requisites Possible Matches Complete Registration Family Group EMIS

€) A possible match for the student you are registering.
Please review the students listed below for possible duplicate records.

Doe, John
PO Box 100
_Mansfield , OH 44904

This student is already enrolled in the building you are
working with.

STRICT MATCH Please go back to the
Prerequisites tab and change some information to add a
new student or select this student to edit.

"Student ID: 00100000
Gender: M
Birthdate: Jan 01, 2000

| <Back | Mext =
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NOTE ON EXPELLING STUDENTS: If a student is expelled and is not
receiving instructional services, then the student should be withdrawn
with code '48'. If the student returns, re-admit the student through the
Student Registration Wizard screen. If the student does not return after
the expulsion period is over, then the withdrawal reason would stay as
code ‘48’. If a student is expelled, but is receiving instructional services,

do not withdraw the student, simply report the discipline.

[] Withdrawing Students Between School Years (optional) — If you withdraw
a student as a summer withdrawal (after the end of one school year, and
before the start of the next school year), you should change context to the
new school year, then withdraw using a date before the start of the school
year, but after the student's enrollment date (such as 8/1/22). You will see a

warning message that requires you to confirm the summer withdrawal.

Navigation: Studentinformation — SIS — Student — Withdraw Student

Withdraw Student

From this screen, you can withdraw a student from the working school.
The withdraw date (08/01/2019) indicates a summer withdraw. A summer withdraw will delete all student records for the current school year except those required for EMIS
reporting. Choose OK to proceed with a summer withdraw. Choose Cancel to select a date within the school year (8/21/2019 - 5/26/2020)
Records that will be removed:
Student Course Section Assignments
Student Course Requests
Student Absences
Student Marks
Student Fees
Student Alerts
Student Transportation
Student Homeroom
Student Locker
Student Transfers
Student Memberships

Student Discipline
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L] wiTH Report (optional) — Prints a list of students withdrawn between specific
dates.

Navigation: Studentinformation — SIS — School — Student Reports —
Withdrawal List

[ ] AWEX Report (optional) — Prints a list of students admitted and or withdrawn

between specific dates.

Navigation: Studentinformation — SIS — School — Student Reports —
Admission/Withdrawal
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