ESSENTIAL Guidance around data entry for Schools with students flagged in Infinite Campus
To view Examples of ENTRIES with explanations see companion document: Examples of EG Data Entry with explanations
For screen shots of entering the data into IC go to the Guidance Document http://education.ky.gov/educational/AL/earlygrad/Pages/default.aspx
ENTERING DATA CELL BY CELL
Student Grade:
Students in Early Graduation MUST be marked as being in the 9th, 10th or 11th grade
What if I want to roll them up to 12th grade in IC to use that to place them into senior homerooms, get them information about graduation, run diplomas etc.?
If students are marked as 12th graders – KHEAA, who pulls data straight from IC for the Early Graduation Scholarship and KEES WILL NOT recognize 12th grade students as being eligible. This means they WILL NOT receive their money for college.
What if I have a senior who wants to leave early in their 4th (COHORT) year in December?
They are NOT part of the Early Graduation program DO NOT flag them IC as such. If you need clarification on the program see: http://education.ky.gov/educational/AL/earlygrad/Pages/default.aspx
What if I know an elementary student or middle school student who wants to do Early Graduation- can I enter and flag them now?
No, this is a program for high school students in grades 9th, 10th or 11th grade only. You can flag them when they enter high school.
Cohort Year
Why check the cohort year?
The cohort year is auto populated in IC according to the first year of 9th grade enrollment. Some students from out of state or other situations entering our schools may have a missing or incorrect cohort year, Double check that the year is there and is correct.

Start Date 
Why do I have to put a start date in?
The start date for student signals participation as an Early Graduate:  this field creates the flag that is seen on student record. The Start date MAY NOT be ANY LATER THAN OCTOBER 1st for the academic year the student plans to graduate. Financial estimates at both KDE and KHEAA are made based on these initial numbers to move SEEK funding for the Early Graduation Scholarship in addition, the legislation specifically states Oct 1st as the deadline to apply, we must follow the legislation. An extension was allowed the first year only due to the slow initial awareness of the program. There will be no further extensions or exemptions.

End Date
What if a student starts Early Graduation but moves or decides not to participate anymore?
Students who leaves EG for any reason should have the end date marked, this date is the when the student exited BUT NOT GRADUATED, from the program. This removes the flag.
Eligibility Start Date
Isn’t the Start date and eligibility start date the same why do both?
In most cases, the start date and eligibility date will be the same. The start date creates the EG flag and the eligibility start date notes the date of approval (all signatures complete and the Letter of Intent loaded into ILP) for student to begin Early Graduation pathway- has a different function in IC, one that signals participation.
Eligibility End Date
Isn’t the End date and the Eligibility end date the same thing?
Just as in the last response, we need all the fields completed for accurate data. These two fields will most likely be the same – just remember, these fields are NOT when the student GRADUATES, but when they stop being an Early Graduate before completing the program.
Participation Details
What goes in this field? I like to make notes about the students- can I do this here?
This field is ONLY for noting the reason for exiting participation in Early Graduation. Utilize these reasons: Voluntary Academic, Voluntary Financial/Scholarships, Involuntary Academic, Health, and Athletics. For further explanation of the reason for exiting are in the Guidance Document. If you need to make notes about grades, assessment scores or meeting notes please use the 
“Description field”

Graduation Codes
What Graduation code do I use for Early Graduates?
If the flagged Early Graduate completes the program successfully, you use the
· G-01 Code-A pupil who graduates in less than four (4) years 
	If the student exits Early Graduation, they should have one of these: 
· C-01 A pupil who completes the school year in the school of the most current enrollment or
· One of the applicable W-Codes
You would NEVER use a G-02 or G-03 code for Early Graduate, since those codes indicate graduating in four or more years and Early Graduates MUST graduate in three years or less.
For more information: http://education.ky.gov/districts/tech/sis/Documents/EOYGraduateCode_2014-15.pdf

