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e Must Use BASIS Withdrawal Form

* A School Counselor/Designee should meet with the
parent/guardian and student (when appropriate)
regarding the withdrawal and conduct an Exit
Interview regarding the reason for the withdrawal

* A School Counseloror Designee should advise the
parent(s) of any options that may be available and
discuss the implications of the withdrawal
when appropriate.

e Reason for Withdrawal MUST be documentedin
BASIS and TERMS
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Search for the student on the Main BASIS grid

Once the student’s name appears, double click on that student to bring
up their BASIS record.

On the “View” dropdown, Select “Withdrawal Forms”
Select “Create Withdrawal Form”

Complete all required information on the Withdrawal Form includingthe
“Reason for Leaving”

Click the “Save and Close” button

Once you select “Save and Close”, you can view and print the Withdrawal
Form for the parentto sign and place in the cumulative folder.



DNE: Did Not Enter
\‘

* Students with 5 Unexcused absences for the first 5
days of school will be DNE’d.

* Reports in Optispool 8/28/23

* Schools must resolve and UPDATE the withdrawal
code for ALL DNE students.
* Phone call, Email, SSW, etc

« Use BASIS to keep track of DNEs




Summer Experience Grades

\

Grades were posted for Summer Experience

* Some Issues. If yousee a student attended summerand
thereis no grade on the A13, check pinnacle and manually
enter the grade.

Middle School Classes

# Term 3 with a “P” if final grade was 60 or higherin pinnacle.
* Only Credit Recovery classes

High School Classes (including HS classes taken in MS)

* If final grade was 60 or higher the actual letter grade was
postedto the A13

* Elective classes did not get a grade for Summer




Final Transcripts

Issue: Schools tell students they
did not receive the transcript

* Did the Transcript go
through?

* Check Go8 Panelin TERMS
and Optispool Reports

* Was the transcript rejected?

« Optispool Edit Error Report
SRTSo03



Using Optispool Edit Error Reports to identify errors in

TERMS that are preventing transcripts from reaching other

schools or colleges. (SRTS03 EDITERR Report)

\‘

Information gets enteredinto our student information
system (TERMS) through a variety of ways. Information can
be entered manually by a person or it may be imported by
Information and Technology staff (ex: gradesfrom

pinnacle). Sometimes, information will get enteredin

TERMS incorrectly, orin some cases omitted altogether. In
either case, these types of errors can cause a transcript to not
make it electronically to its destination suchas another PK-12
school in Florida, a college/university, or Bright Future
Scholarships.

Take a look at the three examplesbelow. Eachof themhasa
data entry issue. These were transcripts that were being sent
electronically to Bright Futures Scholarship and Palm Beach
College and FIU. The transcripts did NOT make it to the
destination because there wereissues. You would needto
correct the issue(s) identified in the report and resend the
transcripts to the destination. If you are not sure how to
correct the data error, reach out to Taffy Armstrong, District
IMS.
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If youwould like to go backin

Optispooland check past reports,

you can do that! Here is how...

Go to web/optispooland signin
with your TERMSID

Once signedin, click on the
"Query 2" section. A pop up will
appear.

In the Extract section, choose CT
(for contains) and type in SRTSin
the box. This will give you a
report of every SRTSreport that
was sent to your school.
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Registration

\

Welcome families back!

They’re afforded 30 days to get their paperwork in order.
Don’t send them back and forth between schools.

Pick up the phone to ensure it is the right move and
somebody is expecting them to arrive.

* Qverenrolled schools can be more diligent but be sure to
resolve theissue before they leave.

Grade level placement can be referred to the School
Counseling Department’s respective level specialist.
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+ Middle Schools: If you have an 8t grader student that
you promoted after the Rollover.
* Add promotion code on Ao3
* Withdraw the student
+ Email the high school IMS and School Counseling Director

the student name and inform them that the student was

promoted, and they should pick up the student and create
a schedule for the student.

* High Schools: Check with your feeder school counselor
to see if students were promoted after being retained
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