STUDENT DROPS/TRANSFERS - STU.301T

THINGS TO CONSIDER
A Student can physically belong to only ONE school concurrently. If a student leaves one school in the District and enrolls same day at another school in the District, the new school will not be able to Transfer ('A'dd in STU.301T) the student into CIMS, until the first school has 'D'ropped them. NEVER should the new school select to Register a new student … the transfer should be used.

CIMS accumulates student information from many different departments. Some of the information is cumulative (eg: transcripts) and other parts (eg: current grades, fees) are school specific. When students are dropped or transferred it is important to “resolve” all school specific and permanent information so that information is not lost or left dangling.

Permanent Information resides with the student regardless of changes in location. When a student transfers it is not necessary to “move” this information (either the information is not school specific OR information is appended to the file and holds the school within the record). A single student can have only one permanent record, not one for each school that the student is involved in. Only the student number is key in permanent files, school is not a key field in permanent record files.

School Specific or Temporary Information must be dealt with while dropping a student. A student may have multiple temporary records per type (eg: course requests in school A and at the same time course requests in school B). The student number AND school are key fields to temporary information.

NOTE: Once a student drops from your school, it is not always convenient to retrieve temporary information. Make sure you have printed pertinent temporary info (eg: Report Cards, Attendance profiles, Fee statements, tag info, discipline records, 1704 Cards, PR Strips)  BEFORE completing the drop process. Consider the Drop and Transfer the last step in your procedures for handling students leaving your school.

NOTE: We are continuing to enhance CIMS so that for report cards, transcripts, student demographics, fees, discipline etc. CIMS will allow you to edit/view appropriate information as long as the student has previously beeen enrolled in your school.

NOTE: Once a student drops from your school:

· Should you EMAIL transportation regarding his drop?

· Should you EMAIL Career Programs regarding his drop?

· Should you make another school aware the student may be attending their school?

· What other departments need to be aware of the change?

The following table indicates what information for a student is permanent, and what information is temporary to a school. Use this guideline to determine what pieces of information you may wish to collect hard-copy before dropping students.

In the table below:

1. (new info replaces old) indicates that no history is maintained and only one record is held for a student. When new information is received, then the old contents of the record are lost (eg: when an emergency contact name changes, once the new name is entered there is no way to know what the old name was or when it was changed)

2. (new info is appended) indicates that a history of entries is maintained. When new information is received another line is entered into the record (eg: A student was at schl A and completed 6 courses .. that information was transcripted (6 lines of it). Then the student goes to schl b & completes 4 courses .. those 4 courses along with their schl and marks would be added to the bottom of the record .. which would now be 10 lines long).

                                                                             Temporary Info, can be accumulated

SCHOOL A - Current Yr

· Current Courses
Math11 Sec 1  Tchr Donna Bell

Sci11     Sec 3  Tchr Frank Doe

· Attendance with course info

Math11 Sec 1  Absent 5 times

Sci11     Sec 3 Absent 12 times

· Grades, Comments Interim

    (not yet transcripted)

     Math11 Sec 1  T1 progress 62%

     Math11 Sec 1  T1 workhabit G

· Fees Assessed/Paid details
Grad Fees assessed $15

Math11 book fees assessed $25

· Tag Info
Attendance tag contents of attend letters sent home

· Discipline Records
     12/03 fighting, suspension warned

     01/10 swearing, detention

 STUDENT

 DEMOG.

Current Yr

   Next Yr
   Permanent Info                                                   at multiple schools concurrently.

1 KEY PER STUDENT

· Transcript & TRAX

(new info is appended)

 Sch  Course  Mark  Yr

 001 MA11      65%   ‘98

 001 EN11       72%  ‘98

 004 EN12       85%  ‘99

· Transportation

(new info replaces old)

Route   Stop

01AMA  12  Leila St, drop off schl ‘B’

· Contact/Family Info
(new info replaces old)

121 Rutland Ave

· Emergency Info

(new info replaces old)

· 1701(BC) & Demog(MB)
(new info replaces old)

· Registration History

(new info is appended)

· Work Experience
     (new info is appended)

     Sch Activity Hrs  Yr

     001  JS-IBM  12   ‘98

     002  CS-NCS 15   ‘98

· 1704 (PR Card BC)
     (demog new info repl)

     (grading/attend/schl 

      info is appended)

SCHOOL A - Next Yr

· Course Requests
     Math12

     Sci12

     English12

Confirmation of Drop Process:

The system will no longer prompt for multiple questions. When a “D”rop is selected, CIMS confirms that you “Want to continue with the drop”, then:

(Elementary Schools - No course requests)
1. Next Year line is automatically cleared. If you know that the student will be returning in the following year, inform District Office to re-input the student’s next year line.

2. All tags marked as “Transfer to next school” are moved automatically

1. If the student has any absences, the attendance screen will appear. You can select to 'P'rint the attendance profile.

3. If a student has courses and final marks, they will be transcripted

4. BC Only - 1704 (PR Card) attendance and enrollment lines are automatically built.

5. BC Only - 1704 (PR Card) IF a 1704 header exists for that student, then a 1704 will print.

6. You will be prompted to fill-in the withdrawal record. Once that is complete your Drop has completed.

(High/Middle Schools - Course Requests Onfile)
1. Next Year line is automatically cleared. If you know that the student will be returning in the following year, inform District Office to re-input the student’s next year line.

2. All tags marked as “Transfer to next school” are moved automatically

3. All non-TRAX courses that have a final mark associated with them are automatically appended to transcript file. In Manitoba, appropriate Ministry Course ID and Level will transcript. NOTE: MB schools MUST ensure that Ministry Course Information is correct and inputted for courses.

4. In BC, All TRAX records are updated with a BLANK school so that they may be picked up if/when another school registers the student. CAREFUL: Before dropping Grade 11 and Grade 12 students confirm in TRA.320 and TRA.330 that the courses indicated are correct (remove any interim courses that the student dropped and you do not wish to include with his TRAX records).

5. In BC only, 1704 (PR Card): Enrollment and attendance summary is automatically built. If the student has a 1704 header record, then a PR 1704 will be automatically printed.

Next Year course requests are automatically cleared at your school. Course requests from other schools will remain for other locations.

For each drop:

· Complete the student withdrawal screen

· Attendance if present is automatically shown. Press ENTER to continue

· Grades are automatically shown, press ENTER to continue

· Course requests are automatically shown. Press F22 to retain and *DROP the courses. Wipe the courses out if you want NO history (or TRAX or attendance) for them

Step-by-Step - Description of Drop Process
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Ensure that the student attendance profile has been printed …. .use ATT.596  (refer below):


2. Use STU.301T to request to drop a student. Within the option, if you do not know the student number use 'I'ndex to identify the appropriate student by name.

3. Once the student number has been entered use 'D'rop to request to drop the student. The following screen appears to show you what is occurring. In order to continue/start the process make sure to answer 'Y' to the continue prompt!

4. The Ministry Demographic Screen appears. At present no information on the demographic screen needs to be edited for the withdrawal .. press ENTER to continue.

5. The registration screen appears. A line must be added to the registration screen indicating the date, type of withdrawal (ie: within District, out of province), grade and program for withdrawal (ie: Grade 3 female), as well as comment. 

*If a line is not added, then the district enrollment value will be wrong. Take special care to confirm that the withdrawal date is correct and that all information has been inputted before pressing ENTER. 

*Once a student is withdrawn, the school has no ability to edit or append demographic, attendance, grading, or registration information.


Complete Date of withdrawal MMDDYY. The date must exist on the school calendar (do not pick a weekend date or school inservice day). You cannot backdate withdrawals to a previous month.

Indicate an appropriate withdrawal code. You can use "F4" to get a list of available codes. Make sure to select a withdrawal type code (ie: type = 'W'). Never enter the same code as you see in the line above! Each student's registration screen should ALWAYS show an entry to proceed each withdrawal (ie: you cannot withdraw from a location without first having an entry line!

(Optional .. but useful): Input where the student is going or coming from. 

(High School, Middle Schools ONLY)

If a student has course requests (ie: you use CIMS to record student courses and grades). The course request screen will appear. In order to Drop the student from all registration courses MAKE SURE to request to 'C'hange (Enter). The students course requests will appear … select to "F21" *Drop all the course selections.

(All Schools)

If a student has attendance information, the attendance screen appears. You can select to view attendance Or you can print the attendance profile by selecting to 'P'rint (leave date blank to print entire profile)


(BC Elementary Schools Only)

All students in the school will have an existing 1704 record. During the registration process, the 1704 screen will appear. The 1704 will automatically update with attendance, mark, and withdrawal information found within the CIMS record. You will have an opportunity to edit, then print the 1704.

Input Student Number





Input Date Range for absences to include (Note: can be multiple years)








Respond 'Y' to proceed with Drop Process





Eliminate absence types
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