Define Class and Homeroom Definitions

Assign Students to class & Homerooms
Option A - Utilize Class Field to Group Students (Older Method - works but for new users we recommend method B (Page 4))

If you choose to use the student CLASS field as suggested below, it is the ONLY field that you have to concern yourself with for the student, ie: If you assign a student to class 6A CIMS will know that this also means homeroom DIV12 with teacher XXXXX.

FIX.STU is the program that you will utilize constantly to confirm that the Division is appropriate.

Notes re: What to name your Class ID’s

Your district will already have a policy on what classes can be defined (ie: either 6A,6B,6C,… or 6F,6G,6H). We recommend that classes mean something, ie:

· use A,B,C,D for regular program

· use F,G,H for french immersion

· use S,T,U for split classes

The district MUST have class definitions defined before schools can utilize them. Schools can select which classes they wish to use by first (and only once) defining this in STU.322

Before starting at Step #1 below, confirm that all the classes you wish to use are defined in STU.322.

1) Use STU.215  (Room Definitions) to create homeroom or division names, and the homeroom LINK

First:     Use STU.215 to define all of the valid rooms for your school.  When defining rooms DO NOT fill-in Homeroom. The purpose of this step is to have the room or division numbers/names defined so that when you define your class/teacher/room link (Step #2) the system won’t be “beeping” that room has not been defined!

Recommendation: Make your homeroom names meaningful. Many lists are sorted by homeroom. The homeroom field appears on most reports  (Eg: Name the Homeroom DIV12 rather than just 12)

* Refer to example below
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· For each room indicate who the homeroom teacher is. This name will appear at the top of homeroom listings.
· Leave homeroom BLANK, Ensure Teacher's Helper is 'Y'
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NEXT:  Add (or change if they already exist) your division (we call it class) definitions and link both the teacher and room to the class. Note: For split classes, two classes will link to the same teacher and room

* Refer to sample below
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Once you have done this for each class, you can review your work online. For each class there should be an associated teacher ID and Room. It will appear as if everything is defined twice, ie: you will see your classes (1A,2A) with appropriate Division information, AND you will see your division definitions linked ONLY to teacher.


** In the above example I have a 1S/2S split for Division 12 PLUS a grade 2 division.

Once all students have been identified in an appropriate class (1A,2B, 3A.. refer to instructions below) then program FIX.STU can be run. This program will automatically go through all the students in your school and update each students homeroom teacher and homeroom number field based on the information entered in STU.215. BECAUSE YOU HAVE COMPLETED THE DEFINITIONS ABOVE there is NO reason to update each student’s homeroom information manually.

2) Quickly Update student class information STU.402

You can update the class field for a student using STU.301 (Basic Student) BUT a much faster way is to use STU.402.



At each year start the ‘I’ndex  and (ENTER) allows you to view all your students in Grade Order. Use the “Position To” to access an appropriate grade level.  Input the new class directly over existing values.

* Input the appropriate class for each student.

** HINT: Press ENTER frequently to save work. If you position to and page-up, down, back again you can on occasion lose your work. 

Use FIX.STU to update all of the homeroom teacher and number fields with appropriate information.

Use STU.997, STU.998G, or STU.998T  to print a class list.  If you want split classes separated, ask to Sort ‘Y’ by class. If you want to sort by Homeroom (ie: have the split classes together because they belong to the same homeroom number) then remove the ‘Y’ by class and select to Sort ‘Y’ beside Homeroom field.
· 
· In the above example, Class Lists will be printed in Class Order. Split Classes will appear on 2 Sheets. Use the '1' beside Homeroom to generate lists with split classes combined!

Option B - Utilize Class Field to Indicate Grade Level of Student. Use Homeroom ONLY to describe Student Divisions

This option is better suited for Elementary Schools especially where there are many split classes. The activities are similar to Option A with the exception that homeroom is used to divide the children. The Class Field remains housing only GRADE LEVEL information.
1) Use STU.215  (Room Definitions) to create homeroom room numbers PLUS division names, and the homeroom LINK.
First:     Use STU.215 to define all of the valid rooms for your school.  When defining rooms DO NOT fill-in Homeroom. The purpose of this step is to have the room numbers defined so that when you define your division/teacher/room link (Step #2) the system won’t be “beeping” that room has not been defined!

* Refer to example below. Note that RM12 is defined rather than just '12'. This is more readable on reports.
                                                                                

 


· For each room indicate who the teacher is. This name will appear at the top of homeroom listings.

· Leave homeroom BLANK, Ensure Teacher's Helper is 'N'.

NEXT:  Add (or change if they already exist) your division definitions and link both the teacher and room to the homeroom/division. 
Recommendation: Make your homeroom names meaningful. Many lists are sorted by homeroom. The homeroom field appears on most reports  (Eg: Name the Homeroom DIV12 rather than just 12)

* Refer to sample below

                                                                                

 




Once you have done this for each division, you can review your work online. For each division there should be an associated teacher ID and Room. It will appear as if everything is defined twice, ie: you will see your divisions (DIV12,DIV3/4) with appropriate Division information, AND you will see your room definitions linked ONLY to teacher.

Quickly Update student class information STU.402

You can update the homeroom field for a student using STU.301 (Basic Student) BUT a much faster way is to use STU.402.



At each year start the ‘I’ndex  and (ENTER) allows you to view all your students in Grade Order. Use the “Position To” to access an appropriate grade level.  Input the new class directly over existing values.

* Input the appropriate division for each student. The Division must pre-exist in STU.215 else your work will NOT save!

** HINT: Press ENTER frequently to save work. If you position to and page-up, down, back again you can on occasion lose your work. 

Use FIX.HRM to update all of the homeroom teacher and number fields with appropriate information. Anytime you make adjustments to a division or teacher, use FIX.HRM to keep all student information in 'sync'.
Use STU.997, STU.998G, or STU.998T  to print a class list. By default, Sort options are set for Class. Make sure to adjust this ALWAYS, to sort by Homeroom.


Then you can make a decision within homeroom as to printing alpha or alpha by grade!
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