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Description
To provide instruction on transferring student records from one district to another using Infinite
Campus.

Definitions

Former District  District from which student is transferring; student was previously enrolled
in this district

New District District to which student is transferring ; student is enrolling in this district

ITEMS TO NOTE:

e Student identification - Identifying and tracking students as they transfer from one district
to another is important for tracking student progress and ensuring students receive
appropriate services as soon as possible at new school.

e Student Records Transfer - The student locator function allows Kentucky school districts to
transfer educational records for Kentucky students. This helps teachers see the student’s
prior academic background to better meet the student’s educational needs.

e Prevents Duplicate Students — Failure to link prior education records to a new enrollment
creates duplicate students in Infinite Campus. Fixing these duplicates is much more difficult
than setting the student up correctly initially; there can also be costs associated with data
clean-up.

e KRS 199.802 (HB312 - 2020) set expectations for foster student records. The new school
shall immediately request the records of the child from the former (previous) school. The
former school must release records by the end of the working day on the day of receipt of
request. If the record provided to the new school is incomplete, the former (previous)
school shall provide the completed record within three days of original request. Districts
can utilize the Student Records Transfer report to monitor timelines.

e Partial/Secondary and No Show enrollments will not transfer.

e The National Records Exchange will only import basic demographic information, NOT state
specific data. State-specific data such as Gifted & Talented records will not be included
through National Records Exchange.

¢ Running the import wizard multiple times for a student can result in duplicate records.

e Students transferring from home school (R20) or nonpublic school (R21) for the first time
will require a manual records request and will need to be set up as a new student in
Campus.

Regulation citation(s)
e KRS 199.802, 704 KAR 3:285, KRS 159.170, 702 KAR 7:125, 704 KAR 7:090, OAG 82-44

Data use
e Student services


https://apps.legislature.ky.gov/record/20rs/hb312.html
https://education.ky.gov/districts/tech/sis/Documents/IC_CustomRpt_Student_Records_Transfer.pdf
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e National Reporting

e Federal Reporting

e State Reporting

e School District Funding

e Data sharing between systems: Kentucky Longitudinal Data System

Related ad-hoc filters and reports
e Student Records Transfer

Training

Campus Community Knowledge Base (search “student records transfer” for all resources)
e Records Transfer articles and videos
e  KY SRT Special Education Process

Other Resources

Data Standards

Student Records Transfer report Quick Reference Card
Infinite Campus Student Records Transfer Documentation

Section A — Student Records Transfer

Classic View: Student Information | Student Locator
Search Terms: Student Locator

REQUESTING RECORDS — At the time the new (receiving) school enrolls a student, a records transfer
should be initiated through the student records transfer process.
1. Look for the student in the Student Locator [Student Information | Student Locator | Enter last

name, first name, gender, and Birth Date], Click Search

NOTE: The new district should always use Infinite Campus to request student records for any
student that transfers from another Kentucky school district at the time of enroliment. This
includes students with previous enroliments in the district. The Records Transfer screen will
not automatically populate when attempting to enroll a student who was previously enrolled in
the New District. If the Student Records Transfer screen does not appear, manually request the
student’s records. (See Manual Records Request below).


https://kystats.ky.gov/
https://education.ky.gov/districts/tech/sis/Documents/IC_CustomRpt_Student_Records_Transfer.pdf
https://kb.infinitecampus.com/help?tool=student.RecordsTransfer
https://kb.infinitecampus.com/help/records-transfer
https://kb.infinitecampus.com/help/kentucky-student-records-transfer---special-education-process
http://education.ky.gov/districts/tech/sis/pages/ksis-data-standards.aspx
https://education.ky.gov/districts/tech/sis/Documents/IC_CustomRpt_Student_Records_Transfer.pdf
https://kb.infinitecampus.com/help/student-records-transfer
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LastName [p o Name State ID| Gender| Birth Date| %
FirstName [, 1 Potter, Harry J 1949324831 M 08/16/2001
Gender M vl
Birth Date  5/16/2001 |4
Middle Name
SSN # o H
Il Il
State ID
Search—>
v
< >

2. Select the appropriate student; if you hover over student’s name, you will see the student’s
most recent enrollment in the state.
3. Required fields should populate from the student’s previous enrollment record
a) Last Name
b) First Name
c) Gender
d) Birth Date
e) Race/Ethnicity: Select student’s race from drop list
f) Calendar will default to School Year and School selected
g) Schedule: Select appropriate schedule
h) Grade: Select student’s current grade
i) Start Date: Enter date student enrolls in your school (first day of attendance)
j)  Start Status: Select the appropriate transfer status
k) Start Comments: Type note naming prior school (Optional)
I) Service Type: Select appropriate Service Type from drop list

4. Click Save. Student Records Transfer will show former district enrollment information.

5. Click Submit Request
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Student: Enrollment Type: Primary
Last Name  Paotter First Name Harry Middle Name J
Gender M Birthdate 05/16/2001 SSN
Grade 10 School 16-17 P High School Start Date 08/19/2016

Requesting District & User

District 301 il County Name System Administrator Username  KDEadmin
Request Date 08/19/2016 Work Phene Email administrator@knox. kyschools.us
Comments

Submit Request

Status will then appear on screen

Status: Waiting for former district to release records.

The new district’s Process Inbox and the student’s Records Transfer tab will both display a waiting status
until the former district responds. At this stage of the transfer, the new district will not be able to
identify which district the student previously attended based only on the information in the Process
Inbox.

Manual Records Request- if not initiated through the enrollment process and the student’s previous
enrollment was in another Kentucky school district, a manual request should be initiated to ensure all
student records are available.

Search for the student, then go to Student Information / General / Records Transfer tab. Click New State
Transfer Request then click Submit Request.

MNew State Transfer Request

RELEASING RECORDS - The former schools (or districts, if centralized) must have a process in place to
review and release records daily upon receipt of process inbox requests.

1. The records transfer request notice is received directly in the Process Inbox.

Process Alerts

Date Range‘ | t0| | D|splay|AI\ Processes V‘

| Delete Selected Messages |

|:| 1O |F'rocess |Name |P09ted Date|Due Date
|:| ! "'131;1 Records Transfer Request for you to release: Potter, Harry luuiuiiiel 08192016

2. The Records Transfer release process is started:

a. Select the link (Request for you to release: Student’s Name)

b. Verify correct student and ensure student records are ready for transfer
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c. End-date the enroliment of the student before releasing the records. This must be done for
attendance data to transfer and all other transfer functionality to work correctly.

d. Any completed IEP must be locked by the former district before release.

e. AnILPA must be locked by the former district before release.

NOTE: School districts cannot refuse to transfer student records due to holds for student fees,
chrome books that have not been returned, etc.

System will not allow records release of a student who has an active missing child flag. If request
for records is received for a missing child, please notify the Kentucky State Police Missing
Persons Unit.

Process Alerts

Date Range[ |to] ] Display | All Processes v || Find Messages

[ Delete Selected Messages

l__ !|D Process |Nan1ﬁ Posted Date | Due Date
[ '-'L;’ Records Transfer Waitin 081972016

Potter, Harry J

#EENEENE [DOB: 081672001 Gender: M

Summary Enrollments Schedule Attendance Flags Grades Transcrpt

Credit Summary Assessment Behavior Transportation Fees Lockers Graduation

Title 1 Services Earty Leaming/Prior Setfings ESS Attendance Group TEDS Records Request

District Info Report Comments Tier 1 Documentation DPF Restraint and Seclusion Intervention

Athletics AdHoc Letters Waiver Records Transfer Gifted & Talented FRYSC Pre-School

Mew State Transfer Request

Request Datel Name | Status Requesting District | Releasing District
DBA92016  Potter. Harry request [ County

3. Former District responds to the records request
a. Click Release Records
o Ifthe Overlap indicator appears, it is an indicator that a student’s enrollment in his/her
former district has not been ended. Overlaps can be resolved by selecting the Edit link
located in the Overlap field. The user will be redirected to the student’s enrollment tab
where the enrollment can be properly end-dated before the records are released.
Return to Step 1.
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Records Tranaber Fotter, Harg 8

Srudent:
LawiMame  PoBer
eander ]
Ly o 10

Fobgeasing Disarco & User

Dewinac 309 Ity
Raqusit Date 0815018
Ty

Noca

Hurbearsbregi Diiniriact & Lhpas

Dot 157 I o

Rshiada Date: 0815 T0E
ity

Enrellessri Type: Prosay

FnEhama  Hamy Mckfis Name Jamat
Brdddats  130TIER 5
Sehooll TE15 M Hagh Sehood St Dol 20

Crearlap :' - SOLTNE-DEASI00E) 15-96 IO OUNTY HIGH S0H Grade 10

—

L o] Sytaem Admereslan Usemame  KDE adman

Work Phore Emad el aiori@icran kync hadii ui
#y hamay Bytaem Agdmaragiose Lypmamg KDL=

Work Phora Ermd

Release Records | Reject Request | ignore Request

NOTE: If there is a reason to reject or ignore request, include comments to explain why this
is necessary (i.e., invalid student match).

b. Click OK

Message from webpage

The information that is available for transfer for the student will appear.

Transfer Documents
=1
Transcript

gy

Several reports will now be generated and sent. Please be
! %, patient while this occurs.

Status: Records released to requesting district. Process Complete.

I=E
HS Report Card

=1 =
Census Contact Summary Progress Report
Extended Census Summary ER

=1

Enrollment History
=1

Schedule

=F
Aﬁendance Pencd Detail

I=F
Assﬂssmem Summary
-

Behavior Summary

SrapislEd £ ]
Special Ed Documenis
RLR

R Decirants
RS

=1 I=E

Gifted & Talented Documents HRA Dasumants
Health Condition Summary English Learmners (EL)

=1 =1

Health Scresning Summary EL Zardcas

=1 =1
Health Immunization Summary EL Accommodations

=1
Homeless Summary

NOTE: The former district cannot preview or control which records are sent in the transfer. In
addition, after a record is requested or released, it cannot be canceled.

Eafy-Leaming

Eostor

Hgrant

A=

Military Connections
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RECEIVING RECORDS - New District receives released records from former district

Records transfers can be accessed in two areas of IC:
o Process Inbox - New District will receive notice of released records in the Process Inbox

o Student Information / General / Records Transfer

NOTE: User group tool rights must be given to allow access to these areas. See Campus
Community for more information on the suggested tool rights.

Process Alerts

Display | All Processes v || Find Messages

Date Range |to]

‘ Delete Selected Messages

Posted Date | Due Date

11/03/2021  11/03/2021

O *|D |Process Name

R f E=E . . .
(I %', Records Transfer Request for you to release to release to District Name: Last, First — SSID — Grade — School #

2. Select the link from the Process Inbox or Records Transfer tab to see available transfer

documents and import wizards.
Transfer Documents are PDF documents available for view, download and can also be

O
saved and/or printed. Data from these reports can be manually entered into Campus to
be added as part of a student’s records.

o Data Imports are wizards that can be run to transfer data directly from the former
district database to the new district database.

o Ensure all records are transferred and shared appropriately within the school to ensure
students receive applicable services.

o Additional specifics on processing records provided below by topic area.

Status: Records released.

Transfer Documents
F=R
Trﬂnscript

A=E
HS Report Card

Census Contact Summary Progress Report
Extended Census Summary i

Enrcliment History Special £d Evaluaton
Schedule Special Ed Documents
At'tendance Period Detail A

Assessment Summary PLBesumanis
Behaviur Summary e

=F =4 LRA Documents
Gif‘ted & Talented Documents

=T
Health Cendition Summary

=

English Learners (EL)
- :
—'Health Screening Summary

EL—S&PAG&&

EL Accommedations
Earhy Leaarning
FosterGara
Higrant

A=E
Miltary Connections

‘-9 H mmi mm
ealth Immunization Summary
.ﬂ'H m mm:
omeless Summary

NOTES:

Data imports

= Tranzcript Import Wizard

A Extended Census Import VWizard

= Enrollment Higtory Import Wizard

8 Agsessment Import Wizard

a Immunization Import Wizard

-_JiITJHearth Condttion Import Wizard

a Health Screening Impert Wizard
ERmped Wizged

Special Ed Documents Import Wizard

FLRmport-Wizard

PLR Documente-tmport-Wizard

LR mper-Wizard

LRA Documants lmper Wizard

K" State Reporting Import Wizard

3 Englizh Learners (EL) Import Wizard

uff efgoff v off o off v off of

Documents and data that are crossed out and grey indicate those links are not available. The

student’s record did not contain this item in the former district.


https://kb.infinitecampus.com/help/student-records-transfer
https://kb.infinitecampus.com/help/student-records-transfer
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e Gifted & Talented Documents may be crossed out even if the student is identified for
services. Use the KY State Reporting Import Wizard to import Gifted and Talented records.

e Be aware that running an import wizard multiple times for a student can result in duplicate
records.

e Student records can be transferred to a partial enrollment without the student’s withdrawal
from the original (primary) enroliment.

Section B — KY State Reporting Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notifications and Records Transfer

This import wizard will import student data elements from the former district for Enrollment State
Reporting Elements, Enroliment Special Ed Elements, Gifted & Talented Status and Attendance
Transferred Summary from Last Enrollment District into the new district database.

Step 1: Click on the KY State Reporting Import Wizard.
The user will need to import all records from this wizard. Please be sure to run for all students.

Status: Records releaszed.

Transfer Documents Data imports
&Trans:r:p'. &F;{JDC Report Card :j;lTl-':lﬂS-:l pt Import Wizard
=F - oy ™ e ot Wi .|
Censr_'s Contact Summary élEP :%.J;]E-.tm ded Census Import Wizard
=F =R allme itory Imaart Vizarn
E'~:iendec Census Summary Special Ed Evaluation i’;Emal ment History Import Vizard
=, = 3 Assessment Import Wizard
Fnr:'.- Iment History Special Ed Documents i e ?
Q“"e‘iu'e @ PLP :;;Immunl:.'-.ii-.ur Import Wizard
5“’" o PLP-Bocuments &1 Health Condition Import Wizard
Altendance Period Detail 5 Ba :li'l:_rlHealih Screening Import Wizard
Assessment Summary p :131:'] IEP Import Wizard
5E-cl‘c-.-i3r Summary 1LP-¥ Documents 4311'] Special Ed Evaluation Import Wizard
T b Deenet T i e et ) :
. 4315] Special Ed Documents Import \Wizard
. . T .
Cifled & Talenled Documents ELSepdecs -%?1 PLP franarl Winaed
= 51 ELAccarmmodations 3 PR Coeepia ek Wl
Hsd'[r‘. Condition Summany ;?;J .
= S AduttEd ERmpert-tizand
Hsaitr‘. Screening Summary :?;J
_ ) @ Easptemrens = ] PA Documents Impord YWizard
Health Immunization Summary

(&) Hemeless Summary (5 Suppementa-SehookYear Program
(5 FesterGare =
5 BiEFosterGore
& wgrant

= KY Statk

After clicking on the KY State Reporting Import Wizard, the users will be able to review the following
screens:

Using this wizard, the receiving district can change the special education status to “Active”

in the Special Education section of the Enroliments tab. New district can also remove the
Special Ed Exit Status and Special Ed Exit Date as well.

10
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Step 2: Review the data that is available for import. Adjust data per district policy.
Gifted and Talented status when only display if records existed in the former district.

Enroliment State Reporting Elements
State Exclude

[J

[J Immigrant

[ Jout of state

[J Program 504

[J Foreign Exchange

Dropout Questionnaire
e

Resident District

[ Refu gee

[ ] Extra Year in Primary
School Choice

Se lue
Dropout/KTS Primary School

Perkins Only
O]

Dropout/KTS Primary District

v S

alue v

KEES Override

Enroliment State Reporting Elements

Enroliment Special Ed Elements

O Underage Waiver

Enroliment Special Ed Elements
Special Ed Status

| v

Primary Disability

| v

Setting

| v ]

Date Eligible but Refused Special Ed Exit Status Special Ed Exit Date
[ [m | v =
PartC ID

Using this wizard, the receiving district should update KY State Reporting Special Ed fields according to

their current IEP status.

Gifted and Talented Status

If the student was identified as Gifted and Talented in the releasing district, one record will show per

gifted category.

*Gifted Category “Year Identified *Start Date End Date

[ Gifted Declined Services ["] Gifted Underachieving

Service Delivery Options:

(At least 2 Service Delivery Option checkboxes must be selected)

[ various Acceleration Options
Early Exit from Primary
Dual Enroliment Courses

Grade Skipping Subject Area Higher Grade Level

Early Exit from High School

Early Eniry to Kindergarten

Dual Credit Courses

[ | Academic Competition or Optional Extracurricular Offering

[JAdvanced Placement and Honors Courses

[ conaborative Teaching

[ consultation Services

O Special Counseling Services

[ pifierentiated Study Experiences in the Classroom
Differentiated Individual Study Differentiated for Cluster Groups

[ pistance Learning
Video Courses ‘Other Online Course

[ Enrichment Services (School Day)

[ ingependent stuay

[mentorships

[Resources services
Pull-out Setting Setting | C

[ seminars

[ ravel Study Options

[ special Schools (4-12)

[ selt-Contained Classrooms (4-12)

11
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Attendance Transferred Summary from Last Enrolled District

Attendance Transferred Summary From Last Enrolled District

Present Absences Unexcused Absences Excused Absences
175.00 10 0.0 10

Tardies Unexcused Tardies Excused Tardies

2 1 1

Absent Events Unexcused Absent Events Excused

0 2

EHO Absence AFD Absence AFR Absence ATA Absence

0.00 0.00 0.00 0.00

Step 3: Click “Save” to import. A confirmation will be displayed.

The ky reporting records have been imported into the database.

Step 4: If Gifted & Talented Status data was available, confirm the data imported correctly to the
Gifted & Talented tab found under Student Information | General

Graduation Athletics AdHoc Letters Waiver Records Transfer I Gifted & Talented I FRYSC

Attendance Group TEDS Records Request District Info Report Comments Tier 1 Documentatio

Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Sum
Person Summary Report Person Summary Report w/ Picture Print Mailing Label Print Envelope

e Notify the Gifted & Talented Coordinator so he/she can review the student’s records. The services
in the record should be reviewed and changed if the services from the former district are not
offered in the student’s new (current) district.

o The Gifted & Talented Coordinator should notify all personnel working with the student so
appropriate services can be offered to the student and a Gifted Student Service Plan (GSSP) can be

created. The GSSP should then be given to the parents/guardian to notify them of the services
being offered to the student.

Section C — Enrollment History Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Path: Notification and Records Transfer

This import wizard allows a user to select any of a student’s previous enrollments for import to ensure
proper tracking of prior enrollment history that has a direct effect on state reporting. Enroliment History
is necessary to verify school entry information on the Demographics tab, 9th grade entry on the

Graduation tab, number of days enrolled in a KY school for KEES and number of days enrolled for school
accountability.

12
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Status: Records released.
Transfer Documents Data imports
eTranscripl EDHIGH SCHOOL REPORT CARD = Transcript Import Wizard
& & ¥ i
Census Contact Summary Portal Report Card
eExten Jlad Codiis SikTunmy elEP 2 Enrollment History Import Wizard
eEnrollmenl History eSpecial Ed Evaluation i aaensment Wnpod Vet
& & : 3 Immunization Import Wizard
Schedule Special Ed Documents o - .
e PLR 3 Health Condition Import Wizard
Attendance Period Detail . g
5 PLRB 3 Health Screening Import Wizard
Assessment Summary = IEP Import Wizard
esehavior Summary eLEP 2 Special Ed Evaluation Import Wizard
eHeam. Condition Summary 6ugp Senices 3 Special Ed Documents Import Wizard
Health Screening Summary eLEP Accommodations 2@
PEP-import-¥izard
aHeallh Immunization Summary i ,
% PLP-Documents-import-wizard
23

3 KY State Reporting Import Wizard

3 LEP Import Wizard

NOTE: It is easy to create duplicates with this import wizard, therefore, pay close attention to the data
that is imported. Review the data carefully before clicking SAVE.

Fields imported using this wizard include:

Enrollment History Fields

Calendar Name, District Name, End Comments, End Date, End Status, Grade, Service Type,
Start Comments, Start Date, Start Status

Section D — Special Ed Evaluation Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

This wizard will import the student’s most recent locked Evaluation/Eligibility Determination from the
former district to the new district database. When complete, the Evaluation/Eligibility Determination
will be available as an editor-based document in the student record: Student Information | Special Ed |
General | Documents tab.

13
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Status: Records released.

Transfer Documents
eTranscripl

Census Contact Summary 5Ponal Report Card
eFv‘ ded Census St y 5IEP
eEnrolImenl History 5Special Ed Evaluation

@Schedule Special Ed Documents

eAttendance Period Detail 5 B

&Assessmem Summary @ FEE Secstmants
Behavior Summary 5LEP

eHeahh Condition Summary eLEP Senvices

Health Screening Summary LEP Accommodations

5Health Immunization Summary

Data imports

EDHIGH SCHOOL REPORT CARD ?{’Transcript Import Wizard

3 Extended Census Import Wizard
9 Enrollment History Import Wizard
3 Assessment Import Wizard
2 Immunization Import Wizard

1 _Health Condition Import Wizard
3 Health Screening Import Wizard

“l'r' |EP Import Wizard
i Special Ed Evaluation Import Wizard
% Special Ed Documents Import Wizard
T PLP-import-Wizerd
2 PLP-Bocuments-import-Wizard
%

3 KY State Reporting Import Wizard
3 LEP Import Wizard

NOTE: If no KY Evaluation/Eligibility Determination exists, the most recently locked historical evaluation-
type document will be transferred as a locked, editor-based document in the following order of priority:

KY Evaluation (2015) or
Conference Summary (2014) or
Conference Summary (2013) or
Conference Summary (Pre-2013) or
KY ESR

ik wnN e

@Iect Import as PDFonly.

Import as PDF only

ARC Date
08/15/2015 L‘_u]

) Ed Evaluation Import
Evaluation/Eligibility Determination 08/15/2015

Locked ¢

Note: Do NOT select “Import as PDF only”.
1. Select the Locked indicator
2. Click Next
3. Click OK on dialog box

‘ Back H Next ‘

Windows Internet Explorer

! } The Special Ed evaluation record has been imported into the database.
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4. Path: Student Information > Special Education > General > Documents
Verify in student record that the Evaluation/Eligibility Determination is now available as an
editor-based document.

= (#) 2015-2016 (2)
#-(8 Plans (1)
= B Conference Summary/Evaluation (1)
&) KY Evaluation/Eligibility Determination (08/15/2015) Initial

Note: If “Import as PDF only” was selected, the document will be imported as a PDF, not as an editor-
based document.

Section E — Special Ed Documents Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

Status: Records released.

Transfer Documents Data imports
e'ﬁanscrip( eHIGH SCHOOL REPORT CARD :"Jf'Transcrim Import Wizard

Census Contact Summary Epota Report Card 3 Extended Census Import Wizard
eExtended Census Summary &lEP 3 Enroliment History Import Wizard

eEnroIlmem History & Special Ed Evaluation 3 Assessment Import Wizard
eSchedula esmcial Ed Do =) Immunization Import Wizard
3 Health Condition Import Wizard
Attendance Period Detail PLED Health Screening Import Wizard
Assessment Summary e H IEP Import Wizard
eﬁehawor Summary eLEP %P Special Ed Evaluation Import Wizard
eHeaNh Condition Summary eLEP Senvices I 5 Special Ed Documents Import Wizard I
eHeanh Screening Summary LEP Accommodations __ﬁ_"
Sk PrP-import-Wizard
Health Immunization Summary _.%’;, PLP-Bocumentsimport Wizerd
2

3 KY State Reporting Import Wizard
3 LEP Import Wizard

This import wizard will import any special education FDF (non-editor-based) documents attached to the
student record from the former district to the new district database. When complete, the documents
will be available as PDFs in the student record: Student Information > Special Ed > General > Documents
tab.

1) Select any documents that do not need to be imported by selecting the “Do not import the
following document” indicator

|:| Do not import the following document.
‘Hames: Archive
Mild Mental Dizability Eligit:|

|:| Do not import the fellowing document.
‘Hames: Archive

= |
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2) Deselect the “Archive” indicator if the document does not need to be archived when imported.
3) Click “Save”
4) Click “OK” on dialog box

The Special Ed evaluation record has been imported into the database
Windows Internet Explorer [‘S_<|

! E The Special Ed Docurnent record has been imported into the database.

5) Path: Student Information > Special Education > General > Documents
Verify in the student record that the requested documents are now available.

= [j Uploaded Formz (S
K-IEP 14
[ild Mental Dizability Eligiti
Fr-IEP 14 Progrezs Report
Fr-IEP 14 Progrezs Report
F'-IEP 14 Progress Report

Note: These documents will open as a PDF in Adobe outside the IC system. Changes cannot be made
to the documents.

Section F — IEP Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

This wizard will import the student’s most recent locked KY IEP from the former district to the new
district database. When complete, the KY IEP will be available as an editor-based document on the

Special Education Documents tab.
Status: Records released.

Transfer Documents Data imports

eTranscript eHIGH SCHOOL REPORT CARD %l',Transcnpt Import Wizard

E census Contact Summary Sponal Report Card 2 Extended Census Import Wizard
Extended Census Summary IEP 3 Enroliment History Import Wizard

eEnrolImem History Special Ed Evaluation L s iment port Wizar

e e 5 9 Immunization Import Wizard
Schedule Special Ed Documents
6 PLR 3 Health Condition Import Wizard
Attendance Period Detail w!,-’
6 aalth eening Import Wizard
Assessment Summary IEP Import Wizard
5Behaw'or Summary QLEP De g cvaruanon Import Wizard

‘t

eHeallh Condition Summary 5LEP Senices Specnal Ed Documents Import Wizard

Health Screening Summary eLEP Accommodations

PHP-mport-izard
PtP—BocumeMs—lmpoﬁ-Wiiafd

KY State Reporting Import Wizard
LEP Import Wizard

eHeanh Immunization Summary

ol u{-_’ of off
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Import as PQF only
IEP Plan Import l Do not select Import as PDF only ]
“Plan Type: KY IEP 08/17/2015 - 08/16/2016
Start Date End Date
08/15/2015 [Ts] 08/14/2016 [Ta] Locked ¢
IEP Services Import
Do not import the following service.
*Service:
Special Education v
Service Provider:
v
Service Position: SPECIAL EDUCATION TEACHER Display on Print
Special Ed Teacher v | |«
Do not import the following service.
“Service: Social Skills Instruction
Social Skills Instruction v
Service Provider:
v
Service Position: SPECIAL EDUCATION TEACHER Display on Print
SPED & General ED Teachers Y ¢
| Back || Next |

Note: Do not select “Import as PDF only”

1. The services related to the IEP being imported will be listed

2. Select “Locked”

3. Each Service must be mapped to a service within the receiving district by selecting the
appropriate item from the drop list

4. Each Position can be mapped to a provider or position within the receiving district by selecting
the appropriate item from the drop list

5. Click “Next” to import the IEP

6. Select “OK”

Windows Internet Explorer

! E The [EF plan recard has been imported into the database.

7. Path: Student Information | Special Education | General | Documents
Verify in student record that the KY IEP is now available as an editor-based document

=-(F) 2015-2016 (2)
. E-{#) Plans (1)
LBy Ky IEP (08/15/2015-08/14/2016)
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Section G — English Learners (EL) Records Transfer

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

Former (Originating) District: preparing for transfer
a. The former (originating) district must end-date the enrollment of the student before releasing
the record for all transfer functionality to work correctly.
b. The former (originating) district should NOT end date EL Accommodations or EL Services when
a student transfers to a new district.
NOTE: Do not create a new EL record for incoming students but instead import record from previous
district and update as needed.

Receiving District Runs Import Wizards
User clicks on English Learners (EL) Import Wizard

Status: Records released.

Teanscapl Teanscapllnmpot Vizasd

6 5 Progress Reports it

E Census Contact Summary & Report Card ?é!" Extended Census Import Wizard
&Extended Census Summary QIEP &3 Envoliment History import Wizard

18

& Enroliment History gSpeaal Ed Evaluation fm‘::::‘:mx::d

e?m . 6%‘“ EdDocumenta ':é!:"Heahn Condition Import Wizard
Atiendance Period Detad ARD . '_'éf]Healm Screening Import Wizard
Assessment Summary 6 -_%_,? IEP Import Wizard

E Behavior Summary G LA f Special Ed Evaluation Import Wizard
Gilled & Talenied Docments &W ?J?SpeualEdDocumlslmoﬂWuatd

& Heaith Condition Summary 5 English Leamers (EL) :?‘:’ T~

eHeaﬂh Screening Summary QEL Services jé’:' RPA Import \Wizasd

6 Health immunization Summary 6EL Acoommpdahons g HPA Documents impor Wizard

& FesterCare
e Miitar-Connections English Learners (EL) Import Wizard

NOTE:
e If an item has been crossed out such as PLP-lmpert-Wizard above, then the student’s record
did not contain this item in the former district.
e Be aware that running import wizard multiple times for a student can result in duplicate
records.
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Student Records Transfer - English Learners (EL) Import

Impaort EL record from 77" 7 :
Enter the transferred data from the releasing disthct inte your own lecal database.

“Pragram E -
Status

Identified Date |nz0z/2018

Expected Exit
Cate

Program Exit
P [ 1
Parent Metified I:l

Parent
Declined L1

Parent
Dot Dete ]

Interrupted
Schooling L1

a. Once the user has verified information is correct, they choose “Save”. A confirmation pops up:

| The EL record has been imported into the database.

Ok

b. An additional box pops up confirming the user wants to close the save dialog; click yes.

o The webpage you are viewing is trying to close the tab.

Do you want to close this tab?
Yes Mo

c. Useris now redirected back to the summary/import screen.
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Section H — Extended Census Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

The Extended Census Import Wizard populates First US School and other key demographic information
such as Home Primary Language and Native American Language, if applicable. If the home language is
NOT English, the Extended Census Import Wizard is relevant to English Learner (EL) and Immigrant
students.

Status: Records released.

&) Franserpt &Ptogfess Reports ] e
) Census Contact Summary &P Report Card ¥ Extended Census Import Wizard
& Extended Census Summary & IEP ? ’ J
D Envciment History  special Ed Evaluation ;E,As””"""“ g St
Dschedule B oacial Dot T % Wport iRz
5 Allondancs Pesiod Detad RLR i Health Condmon Impornt Wizard
6 5 BLAD 4 3 Health Screening Import Wizard

Assessment Summary JEP Import Wizard

eBehaviot Summary @ A

8 : e Special Ed Evaluation Import Wizard
Giftad-&-Tasnisd Documants WRA Documents N

Special Ed Documents Import Wizard
: 2 27 RLRmpoadt Wiz asd
eHealm Condition Summary &Enghsh Leamers (EL)

= PLR Documentstmpod Wizasd
aHeanﬂ Screening Summary &EL Services 3
b B inpant Vv a6
Health Immunization Summary @EL Accommodations -
e S _%i;’ HRA-Documentsimpor-Wizard
5 EosterCae ?I?KY State Reporting Import Wizard

o Bt English Leamers (EL) Import Wizard

Note that the user can view the value in the receiving district (current value) as well as the imported
value (from former district) and to choose one of these values or select a new value. For English Learner
students, the Home Primary Language and Native American Language should not change as the initial
entry Home Language Survey should not be given when a student transfers from one district to another.
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Student Records Transfer - Extended Census Import

Import Census records from
Enter the transferred data from the releasing distrct into your own local database.
Walues entered in the Value to Save’ column will b2 saved into the student’s current identity record.

Current Value Imported Value Value to Save
Birth Country United States United States [2310: United States r
Date Entered US I:Ill
Date Entered US School _c
Home Frimary Language  Kazakh Kazakh [Kazakh s
Mative American Langusgs | o
irth Vendication |_V|
Save

Section | — Transcript Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

Not all school transcript the same classes — i.e. some schools transcript non-high school classes while
others do not. Best practice would be to view the transcript by clicking the Transcript

Transfer Documents

5 Transcript

button before running the Transcript Import Wizard to determine which records you want to import.
Each transcript entry will need to be evaluated individually to determine if it should be imported and
what credit group should be assigned.

When you are ready to begin, click Transcript Import Wizard.
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Student Records Transfer - Transcript import

Import Transcript records from 015 Ballard County
Enter the transferred data from the releasing district info your own local database. Transcript Course information can be stored as numbers and names from the releasing district. or it can
be transiated into local course numbers/names. Credit types will need to be mapped 1o local cradit types. Use the credit mass adjuster 1o transiate releasing district credit amounts into
the equivalent local amounts

Dontimport *School Year  "Grade  DistictNo.  School No  School Name ‘Cowrse Number Course Name
2017-2018 11 301 ||410 Knox Central High School [SKTCS.MzI3, |MAT 155 Trigonometry
SCED Subject Area SCED Course Identifier
Difficuity Level
DC: Dual Credit
‘Score  GPA Weight GPA Value Percent  GPA Max_ Unweighted GPA Value "Eamed  "Atlempled "Transcript Credd HS CREDITS>MATH
AN100 |1 |5 N - 1 1
Bonus Points Standard Number Standard Name Date Actual Term Start Term End Term  Terms Long Stale Code
{05/1872018 [74] |4 3 4 2 270631
Comments

Imported from 301 Knox County Records Transfer

Many fields must be considered on each entry imported to the transcript. Adjustments may be made to
align entries to the new school’s policies:

e Credit Multiplication Factor — RARELY USED - If credits issued by former district are not on the
same scale as credits issued by the new district, this field can be used to change credits en masse.

e Don’t Import — If checked, entry will not be imported.

e Grade — Should not be edited but used to determine whether to import entry.

e Course Number — If using Multi-Year Academic Planning (MYAP), change course number to
appropriate local school course number.

o Difficulty Level —Identifies if the difficulty level of a course (i.e. AP: Advanced Placement, CAl:
Cambridge Advanced International, DC: Dual Credit or IB: International Baccalaureate)

e Score — Adjustment can be made to match local score group.

o GPA Weight — KHEAA requires GPA Weight equal credits attempted for KEES.

e GPA Value — Weighted GPA value - Adjustments may be needed based on the school’s grading
policies.

o GPA Max — If GPA Value was adjusted, an adjustment may be necessary.

e Unweighted GPA Value — KHEAA requires a standard 4.0 scale.

e Earned — Adjustments may be needed based on your school’s policies.

e Attempted — Adjustments may be needed based on your school’s policies.

e Transcript Credit — Select the appropriate credit group. This must be selected on each imported
entry.

Section J — Assessment Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

A new district can import national, state and local tests from a student’s former district. National and
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state assessment records created by KDE will not need mapping or additional setup. A former district’s
local assessments may require additional setup by the new district.

Status: Records released.

Transfer Documents ta imports

I = - T i
Census Contact Summary Specnal Ed Evaluation __;‘;,E”‘”dw Census Import Wizard

\Wiva

[=)
Extendec Census Summary éS;:er:nal Ed Document

=, = 8 Assessment import Wizard

Enrollment History PLP = - -

O Immunization Import Wizard
Schedule &I PLP Documents ST

e 3 Health Condition Import Wizard

Attendance Period Detail
O Health Screening Import Wizard

S LAiDocuments 9o gn import Wizerd
Ermn gt amia

Beha-. ior Summary . 2; S

3 PLP Plan Import Wizard

=4 &Amm
Heahh Condition Summary a

Heanh Screening Summary Ea"’ Learaing 3 PLP Documents Import Wizard

() FostesCass Y wRampertiizard

() WikaryConnections T s L S
g.J’,K ’ State Reporting Import Wizard
B e

A
Assessment Summary
Special Ed Evaluation Import Wizard

prnal Ed Documents Import Wizard

LA
Health Immunization Summary

Student Records Transfer - Assessment Import

Import Assessmant records from cunty
Enter the ransferred data from the releasing diatnet e your own local database. Test Scores must be mapped 10 an assesament defined in your local dstabase. This is eadeer for National teats and Siate
standard tests, but local district tests may be dificult to bring in. Test scores or strands that are not mapped to @ local test will not be imported

IACT (HDE)
Test Date Scale Score  Raw Score  Percent Percentile  Question Count  Normal Curve Equivalent
Nt mported - 030172015 j

Resuk {)
-

Comments.

Imprted fom

Cownty Records Transfer

Strand: ACT Composite (ACT-C)

Test Duate Scale Score  Raw Score  Parcent Parcartile  Question Coumt  Normal Curve Equivalent
Net Imparted . ovov201s TE| 28

Resull ()

Commants.

Impated fom
Cownty Records Transfer

Strand: ACT English (ACT-E)

Test Dt Scale Score  Raw Score  Parcent Parcartile  Question Coumt  Normal Curve Equivalent
Not kmparted . ovmes TE 3

Resull ()

Commants:

Imported from

Cownty Records Transfer

Strand: 1 Usage-Mechanics (ACT-UM)

Test Diate Scale Score  Raw Score  Percent Percentile  Question Count  Normal Curve Equivalent
Nt Importad . 030172015 3 16

Resull ()
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For each assessment, the new district will need to select the test name for each score. Make sure to
select the same name to transfer only state test to state test and national test to national test. Select
the test name to import for each of the student’s assessments. The list may be lengthy depending on the

number of tests the student has taken. The new district SHOULD NOT alter the Date, Scale Score, or any
other variable of the test.

| ACT (KDE)

Test Date Scale Score Raw Score Percent Percentle  Question Count  Normal Curve Equivalent
ACT (KDE) - oam20s TR

I
Not imported
¥ 1011 PLAN (KDE-PLAN-10-11)
ACC (ACC)
ACT (KDE_Reported_NATL)
ALCT (K _Official_r)
ALCT (ACT)
ACT-M (KY_Siate-allowed_Jr)
Agvanced Macemant (AF) Date Scale Score Raw Score Percent Percentle  Question Count  Normal Curve Eguivalent
ALT ACCESS (KDE-ACCESS-T) MMM20s a2
ASVAB (CR-A) —
CAT10 (CAT10)
CAT11 (CAT11)
| CAT12 (CAT12) -

ml » | O

County Records Trangfer,

Note: Once you select the parent test, the drop list will only contain the applicable child test or sub-
test.

ACT (KDE

Tu1| : Date Scale Score Raw Score Percent Percentile  Quesbon Count  Mormal Curve Equivalent
ACT (KDE) ¥ 02015 75

Result ()
e

Comments

Imported from 291 Kenton
County Records Transfer,

Strand: ACT Composite (ACT-C)

Test Date Scale Score Raw Score Percent Percentile  Quesbion Cosnt  Mosmal Curve Equivalent
ACT Composite v 032015 l.] 28

| Q
Hot imporied
|
ACT English
ACT Mathemslics
ACT Reading
ACT Seence

Date Scale Score Raw Score Percent Percentile  Question Count  Normal Curve Equivalent
pamee1s 5]

Imported from
County Records Transfer.

When you have finished selecting all the tests you would like to import, click Save.
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Test Date: Scale Score Row Score Percent Percentie  Question Count  Hormal Curve Equivalent
Mot imparted ¥ '_I 242

Resul (HI}
Ho Result List

Comments

mparted from
County Records Transber. HI

Section K — Immunization Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer
Search Terms: Notification and Records Transfer

School nurses may not have access to import immunization records; therefore it is important all health-
related imports be processed. Click on the Wizard, review the data and click Save.

Student Records Transfer - Immunization Import

Import Vaccine Shot data from R ounty
Enter the transferred data from the releasing district into your own local database. “accines and Immunization Exemptions will need to be mapped to locally named
data in order to bring in the data. Wherever data iz named the same in the releasing dats, thiz will already be done for you. Running an impeort more than once could
duplicate data.

Immunization Certificate

Cedificate Date Expiration Date Type

07/20/20 07/20/2021 | [Standare |

Vaccine Name

[ Diphtheris-tetanus-pertussis, combined [DTaP, DTP] | [03/06/2000 75| [0s/18i2000 |75| [07/20/2000 [T [04r17/2001 |75) [p22312004 | 7o)
Diphtheria-tetanus-pertussis, combined [DTaP, DTP] W) | W] | W] | ™) | v|
[Palio [PV, OPV] | [0amerz000 |75] [psr1siz000 7o) [o7r20iz000 || [ozizazo04 [TE

Polio IPY, OPV] | v| | v| | vl | v|

[Measles-Mumps Rubella [MMR] | 04172001 |75) [D2r2302004 7B

Measles-Mumps Rubella [MMR] [ v v |

[Hepatitis 8 [Hep B] | [0amer2000 |7F) [0s18iz000 [TH| (1272772000 |TH] 02232004 [T

Hepatitis B [Hep B] | v| | v| | v| | v|

Section L — Health Condition Import Wizard

Classic View: Process Inbox| Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

School nurses may not have access to import health condition records; therefore, it is important all
health-related imports be processed. Click on the Wizard, review the data and click Save.
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Student Records Transfer - Health Condition Import

Import Health Condition records from I C o unty
Enter the transferred data from the releasing district into your own local database. Wherever data is named the same in the releasing data, this will already be done for you

Health Condition
*Code *Description *Start Date End Date *Status (U: ) *Initials
995.30 0811072011 [75]| |75 [U: Unknonn | fjpr
Doctor Name Doctor Phone Auto Accident  Auto Accident  Employment Related Other Accident Related
|d—H _| H Related State O O
O L]
Comments

Imported from 281 Jessamine County

| Save |
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Section M - Health Condition Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

School nurses may not have access to import health screening records; therefore, it is important all
health-related imports be processed. Click on the Wizard, review the data and click Save.

Student Records Transfer - Health Screening Import

Import Health Screening records from TN County
Enter the transferred data from the releasing district into your own local database. Wherever data is named the same in the releasing data, this will already
be done for you

Dont Import *Date ‘Type
08/14/2003 -_] Vision/Hearing -
Comments
Imported from TS County -

Health ScreeningVision visionDate=08/14/2003 acuityR=20.0 acuityl=20.0 corLens=NO visionTest=E
HealthScreeningDental religiousObjection=false proofOfappointment=false

Don't Import ‘Date “Type
11/09/2005 5] Vision/Hearing -
Comments
Imported from [N County -

Health ScreeningVision visionDate=11/09/2005 visionStatus=P corLens=NO visionTest=S
Health ScreeningDental religiousObjection=false proofOfappointment=false

Section N — PLP Plan Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer
Campus only transfers custom plans as PDF documents. Kentucky does not have any state defined PLP

plans. Use the PLP option under Transfer Documents to review the plan(s) before running the import
wizard. If plan(s) are meaningful, click the PLP Plan Import Wizard.
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Status: Records released.

Transfer Documents Data imports
& Tranaorpt T Tranecrptimport Wizard

Check Import as PDF only. If the plan does not have an End Date or it is in the future, set it to end
before the new enrollment begins. Then click Next.

Student Records Transfer - PLP Plan Import
Import PLP Plan records from 151 Edmonson County

Enter the transferred data from the releasing district into your own database. Choose the Plan Type you wish to import the data inte. The name of
the plan will appear for easier mapping. Additional Data may be entered through the Documents tab once the import is complete.

Import as PDF only

PLP Plan Import
*Plan Type: 504 08M3/2018 -

Start Date End Date
|0anazo1s Ta) 01142019 [TH|

Back = Next

Add a comment if desired, then click Next.

Student Records Transfer - PLP Plan Import
Import PLP records from 151 Edmonson County

Click the next button below to import the PDF version of this PLP plan. | will then be accessible using the Documents tab in the StitleName tool under
the Forms section.

PLF Plan Import
Name

504

Date

(01152019 [75)
Comments
Imported from ===

Back = Next

Section O — PLP Documents Import Wizard

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

Use the PLP Documents option under Transfer Documents to review the documents before running the
import wizard. If Plan(s) are meaningful, click the PLP Documents Import Wizard.
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Status: Records released.
Transfer Documents

CY State Reporting Import Wizard

Click on the Wizard. Check Do not import the following document for any document that is not
meaningful. Click Save after determining how to proceed with each document. If PLP Documents are
imported, they should be reviewed to determine if they should be retained or deleted.

Student Records Transfer - PLP Document Import

Import PLP document records from
Enter the transferred data from the releasing district into your own database as PDF files.

PLP Documents Import

D Do not import the following document.
*Name: Archive

test

Save

Section P - Homeless Summary used to create Homeless record

Classic View: Process Inbox | Transfer Released link
Student Information | General | Records Transfer

Search Terms: Notification and Records Transfer

If the student has a Homeless Summary under Transfer Documents, the student had one or more
Homeless record(s) in the former district.
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Status: Records released.
Transfer men @eﬂm
6Transcript Ens Report Card 3 Transcript import Wizard
D census Contact Summary eProgress Report %E’“e"“d Census Iimport Wizard
= ¢ g
Exlended Census Summary &= ;;;,E"mm"t YR Wicad
e SpecaarEd i - 3 A t Import Wizard
Enroliment Histo & s» 25
@ £ e "é!’, Immunization Import Wizard
Schedule Special Ed Documents %;,He ith Condition Import Wizard
2 alth Condition Wiza
=, one
S attendance perioa Deta '_J.’Jfﬂenlm Screening import Wizard
etf\ssesssmem Summary 5 o7 ERimpor-Wizasd
& Benavior Summery & 2 SpecielEd-Evaluationlmpont Wizard
LRAD [ |
6Gmed & Talented Doc: e '_éi_', Special £d Documents import Wizard
&Heann Condition Summary eEngisn Leamers (EL) =
& EServices 35 PuRDocumenie-tpost-Waierd
Health Screening Summary ? X
£ S BRI veeZ 30
G blaalis o cioaticn Symmary eEL Accommodations ;y, 0
I : LRA-Documente-mpor Wizard
G
() Fosieslare jé’_',KY State Reporting import Wizard
5 Migeant 3 English Learners (EL) import Wizard

el.hnnry Connections

Click Homeless Summary to review the document. Once identified, a student must receive homeless
services for the entire school year. If the prior district had a record for the current year, reference
section C of the Homeless Data Standard for directions on creating a homeless record in the new district
using the Homeless Records Summary.

Kentucky State - Homeless Records Summary
Generated on 06/24/2019 02.3510 PM  Page 1of 1 Grade: 10 State 1D

State Homeless Records

ISlAu Dato  End Date l Primary Night Time Residence Unaccompanied Youth District
07/01/2019 _ 06/30/2020 _ Shelters and Transitional Housing Yes County
08/08/2018  06/30/2019 Doubled up No County

Prior revision history, continued
November 2020

Availability of new Student Records Transfer report that can assist with monitoring. Rearranged Section
A. English Learner, Section G updates.

July 2020
Reference KRS 199.802 (HB312 2020 requirements)

October 22, 2019

Added data steward contact information for Homeless Summary

Minor wording changes to section P — Homeless Summary section

Updated data steward for Immunization Import Wizard Health Condition Import Wizard, Health
Condition Import Wizard, and Transcript Import Wizard

October 15, 2019
Added guidance for English Learners (EL) Import Wizard, Section G

July 12, 2019

Removed migrant and homeless indicators from Section B: KY State Reporting Import Wizard, since
indicators are no longer on the Enrollment record.

KDE publishes records to Student Information / Program Participation / Migrant.

Added Section P: Homeless Summary used to create Homeless record.
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May 3, 2019
Updated Transcript Import Wizard screen shot to show addition of Difficulty Level

February 12, 2020
Updated Data Steward

July 9, 2020
Updated Data Steward
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