Change to CPS Transfer (Withdraw/Re-enroll) Process

IMPACT

The CPS Transfer (Withdraw/Re-enroll) Process can NO LONGER take place on the same date in SIM;
dates must now be consecutive.

= The “Sending” School is the school the student is leaving. The Sending School withdraws the student from their
school, based on the last date of attendance submission for the student (to include suspensions, absences, etc.).

= The “Receiving” School is the school to which the student is transferring. The Receiving School re-enrolls the
student into their school, based on the first date of attendance submission for the student.

Overview of Student Enrollment History Page

1. Under the Enrollment History panel, note the following:

0

Note enrollment
history is now
listed by school,
paired by the Start
date and End date
in that school.

Wrapin @b

Enroliments.

Current home school

WERRSEE, Gr-9, Male,

Zeoned school (projected) Requested school Projected grade level

Lincoln Park High Scheool | Lake View High School | Lincoln Park High Scheol | Tenth Grade

Enrollment History ~
Display enrcliments for: | 0T E |Z|
Total: 2
\;Slart date ¥ | Entry status School of enroliment Is home school = Grade level End date Exit status Comment
/512006 Enrolled James G Blaine Elementary School = Yes 12345678 6/30/22014 31 Transfer within CPS m
TH/2014 02 Chicago Public School | Lincoln Park High School Yes

9 N/A rd
m [

\

\

To enroll a student, click the green plus sign.
For instance, a student who was withdrawn
with a code 99 on the first day of school
(9/2/2014) arrives to school on 9/4/2014.

To withdraw a student or edit an
existing status code, hover your mouse
over the Comment column and click the
Edit pencil icon that appears.

2. After clicking the Edit pencil icon, the Edit School Enrollment page appears. Scroll down and click Withdraw.

Note information
about student’s
enrollment into
the school.

Edit School Enroliment

See next page for an
overview of the Status
Code History section.

. Gr-9, Male,
- Enroliment ~ -
* Start date (mmiddfyyyy) * Enfry status Grade level * School of enroliment Set as home school Distance from school (miles) =
4 07/01/2014 02 Chicago Public Schoal [*] Ninth Grade | Lincoln Park High School Yes [=]
Zoned school (active) Excepfion Reason
Lake View High School = Magnet E
Comments \ = . 3 )
Enter applicable comments here, if neaded | When Withdraw is chcked, two fields appear.
To withdraw a student: |
a. Enter End date and select the appropriate
>- CPS withdraw code from the Most recent
status drop-down.
End date (mmiddlyyyy) Mot recent status b. Enter applicable Comments, if needed.
m 10/03/2014 31 Transfer within CPS [=] )
J c. Click OK.
Status Code Histol N
A — Ty
Effective Date %  Status Comment
07/01/2014 02 Chicago Public School m
*Required Apply m “ancel
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Overview of Status Code History Section

The Status Code History section lists the entry code and exit code (if applicable) for a particular school.

To add an additional
status code, click the
green plus sign.

Status Code History

Effective Date 4=
07/01/2014

Status
02 Chicago Public School

Comment

©

i

To edit an existing status
code, click the Edit pencil
icon for the code in
question.

Example for adding an additional status code:

Status Code History

Effective Date 4o
07012014

09/02/2014

Status
02 Chicago Public School

99 Did Not Arrive

Comment

O]
O]

Example for editing an existing status code:

A student was withdrawn with a code 99 at the beginning
of school. The school receives notification that the
student has transferred to a school in another state,
effective 10/1/2014. The school will click the green plus
sign and add a code 33, effective 10/1/2014.

Status Code History

Effective Date ¥ = Status Comment
07/01/2014 02 Chicago Public Scheol m
09/02/2014 99 Did Not Arrive m Fd

A student was withdrawn with a code 99 at the beginning
of school. The school receives notification that the
student has transferred to a school in another state,
effective 8/5/2014. The school will edit the code 99 by
clicking on the Edit pencil icon and changing it to a code
33, effective 8/5/2014.
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