Quick Reference Guide:

Graduate and
Dropout
Verification

This guide will explain the basic
process for verifying students
counted as graduates and dropouts
for the 2010-11 year.

Topics covered in this Quick
Reference Guide include:

e (Graduates

e Dropouts
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The Graduate and Dropout Verification
prepares districts for the certification of
their graduate and dropout numbers
for the 2010-11 year. Districts should
verify the Diploma Date, Diploma Type,
Diploma Period and Date First Entered
9" Grade for all graduates and
Race/Ethnicity data for dropouts.

Before beginning, consider the following:

1. What information is required for graduates?

e Graduates should have a Diploma Date, Diploma Type,
Diploma Period and Date First Entered the 9" Grade
entered for all students. page 2

2. How do | verify graduates?

e Graduation data can be verified using Ad Hoc filters. page

3
3. What criteria are used to identify dropouts?

e Dropouts are students who are no longer continuing their
education in a K-12 setting. Their last district of
enrollment counts them as a dropout, regardless of the
length of enrollment. page 3

4. How do | verify dropouts?
e Dropout data can be verified using Ad Hoc filters. page
5. What if | think a student is not a dropout?

e Districts should make every effort to follow up with
students to verify they are currently enrolled in a K-12
education program that will lead to high school
graduation. page 5

6. What do | do once | verify my data?

e The OPI will send instructions for printing Graduate and
Dropout Reports. Those reports must be signed by a
district administrator and returned to the OPI. page 8
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GRADUATE VERIFICATION

Students with an End Status of 400: Graduated are counted as graduates. All graduates should have a

Diploma Date, Diploma Type, Diploma Period, and Date First Entered the 9" Grade data can be verified using

the Ad Hoc Filters.

Ad Hoc filters will show missing data for graduates and verify that data entered is correct.

Ad Hoc Reports

Create New

Filter Type

%) Qwery Wizard

Data Type

(&) Student

) Pass-mrough SOL Query

Click Create.

Complete Query Name, Short Description
(optional) and Long Description (optional).

Choose the following fields:
o Demographics
= statelD
= JastName
= firstName

= grade
= endStatus
e Learner

0 Graduation elements
= grade9Date
= diplomaDate
= diplomaType
= diplomaPeriod

Click Next.

From the Index, expand Ad Hoc Reporting
and select Filter Designer.

From Create New, select Filter Type: Query
Wizard and Data Type: Student.

Ad Hoc Query Wizard - Field Selection

Query Name:  |Graduation Report

Short Description

Long Description

Select categories & fields

studentNumber

lasthame

firsthame

middieName
suffix

alias

gender

birthdate

raceEthnicity
hispanicEthnicity
raceEthnicityFed
raceEthnicityDetermination
birthState

enrolmenti

grade

Add Function

AllFields Selected Fields

= < Student ~ student stateD
5 €2 Demographics student lastilame
personiD student firstiiame

statelD student grade
otherD student endStatus

graduation.gradedDate
graduation.diglomaDate
graduation.diplomaType
graduation.diplomaPeriod

Next =
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Ad Hoc Guery Wizard - Filter Parameters

ars  [Graduaten Repcrt

520 Descrioton

‘stusent enaStatuy

grasustion pradesDate
grazuation dpiomale
rad
arasustion aplamaPencd

e (e

OplomaType

SIETE ) g accust

Fakter, | ¥
3 Uner Groups

For Field student.endStatus, un-check
Output.

Click Save.

For Field student.endStatus, select

n_n

Operator "=" and Value "400".

Click Next.

Format the cutput faeirepart.
Fletd Owputieq  Sort  Oirecion  ColumnHeader  Alignment  Formatsng Length
= - -
araswation dokmaPencd [7] v v
SEeTE (3 yssr Acesunt
Foider, | %
C user Groups
[Save][ Save s Tes
[=B0ca | et » |

Return to the Index. Expand Ad Hoc
Reporting and select Data Export.

From Saved Filters, select Graduation
Report. Choose an Export Format.

Click Export.

NOTE: Select Year 10-11 and a district high
school.
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Graduation Report Total Records:11
All Records

Verify that all students have
Diploma Date, Diploma Type,
Diploma Period and Date
First Entered the 9" Grade
and that the data entered is
accurate.

412049774 Agudera
T03556120 Bhnt
282085655 Carey
157835962 Clapton
312500076 Clarkson
291858263 Tacksom
SHEEI06054 Lopez
517914166 Mars
586558229 Perry
211022845 Ritchie

student lastName|student.firsiName

659914149 Smpeom Jewara

All Records

m graduation.grade¥Date|graduationdiplomalatefgraduati
12

08/232007 05/282011

12 082372007 05282011 01
12 087232007 05282011 o1
12 05282011 01
12 082372007 0572872011 01
12 08242006 05282011 01
12 082372007 (1} 2011 01
12 082372007 08282011 o1
12 082372007 052872011 01
12 | o1
12 08232007 05282011 01

Aguilera, Christina

#132 DOB.011201983 GenderF
2 v | ¥ | ea I
Assessment | flBehavior | Graduation | [ifadHoc Reports | Records Transfer |

& save

The follewing fields can enly be filled cut once a student has entered Sth grade:
Date First Entered the Sth Grade
NGA Cohort End Year
NCLB Cohort End ear

& Enrollment Data: Cascade Public Schools (0280)

B Graduation Detail: Cascade Public Schools (0280)

B | B General Graduation Information

Diploma Date: | ggar2011 [T

Diploma Type:

|

Diploma Period:
Date First Entered the 9th Grade: [pan32007 75
NGA Cohort End Year:

NCLB Cohort End Year:

Post Grad Location:

Post Grad Plans: | P ‘

B State Reporting Graduation Fields
Cohort Grad ear: l:l

| B“Grﬂdﬁl Transcript | Cred

If data is missing or inaccurate, make

corrections to the data.

Click the Search tab. Search for a: Student.
Enter the student's last name and click Go.

Click the Graduation tab. Make corrections
to the data as appropriate. Click Save.

NOTE: Students entering from another

school (public, private, home school) or from

out-of-state may not have a Date First
Entered the 9" Grade. The district will need
to research that date from prior transcripts.

Clapton, Eric

#129 DOBA2/2411992 GenderM
=2 | | o | £ I
Assessment | fi:Behavior | Graduation | [ifAdHoc Reports | Records Transfer |

& save

The follewing fields can only be filled cut once a student has entered 9th grade:
Date First Entered the Sth Grade
NGA Cohort End Year
NCLB Cohort End Year

€ Enrollment Data: Cascade Public Schools (0280)

€ Graduation Detail: Cascade Public Schools (0280)

B | B General Graduation Information

Diploma Date: |gs/za2011 o

Diploma Type: | 01: Regular Diploma v

Diploma Period

03: Four years or with IEP allowing for longer | v

Date First Entered the 9th Grade: |:|_| I

NGA Cohort End Year:

=]
v
NCLB Cohort End Year:
Post Grad Plans: | v‘

8 State Reporting Graduation Fields
Cohort Grad Year. :I

Post Grad Location.

| E“Gradﬁl Transcript | Credil

Jackson, Michael

9173 DONA20ENT Gassartd
“lsummary | Enrolmants | # Schedule | [T Attandasce | Programs | [Grades | Transcrpt | Cred
Assessmant | [l fehaviar | Craduation | [-{ndber Ruparts | Records Teanser |
[ = [£2%

Gt Fral Ertered the 99 Grade
“fear

DokmaTyes 01 Aeguar Dekoma -

DRioms PO | 3. Four poas 66 wih B akowrg ke koeger [ I

Lo T ——

\

NG abert 0 Vom0 Should be 04:
WCLD Catort [nd YVear G o
than 4 years
Past Grad Location. -
Pat Grad P -
S State Reporing Graduation Fields
Jackson, Michas|
#123 OB I208NII2 Geoder M
Assassmant | [l ehavier | Graduation | [{AdHor Reparts | Becards Transfer |
| | i Schaduba | | Programs | Grades | Transeript | Cred
£ Prit Enrolimen Haton) ] New
Enroliment Editar
|Bat|Gense  [Type | Calenas | Stare Date. | Ena Date
H 2 " Cascade Hgh Scheal 10-11 ORTS2010 oesaTRON
o 02 dirment same school e
End Sistus 400 Gradusted
L3 3 0310 Cascade High SCRoo! 022009 0502010

Semer Statua: O Continoes sarmliment 3ame Sohool, ne intermuseion
£nd Siacys. 100 Eng of pesr, retuming o same school next peer

OE-0F Cascade High School

T n P

0212008 e

fus: O Continued snolimant Same SChGOL N0 InteTuption

g Stacu:_TO0 End of yesr, refurning o same school nesl year
H " G7-08 Cascade High School [TET TERA0E
‘Bset Status 07 it s wbonl =
Ens Saseus 100 s of pear returming 15 same sehaal nevt pear
F m g Cascase Hgh ScheakD157) DEZARZO0E DEOLZ00T

Seaet Sratus: 02 Continued enroliment 5ame SThool, a0 inferugtion
03 Statius: 100 End of pesr. réfirming 10 S4me SEH0o! ndat pesr
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DROPOUTS

Dropouts are students no longer continuing with their K-12 education. They may be enrolled in a non-diploma program,
working toward a GED or no longer enrolled in any type of school. Students will be counted as dropouts in the 10-11
year if they completed the 09-10 year, but failed to show for the 10-11 year.

Students in AIM are identified as dropouts if they have an enrollment with an End Status of 300, 310, 320, 330 or 340.
They must also have a corresponding Dropout Reason. Students are dropouts when they are no longer attend their last
school of enrollment — regardless of the length of enroliment in the school.

Ad Hoc filters can be used to identify students coded as dropouts in AIM and their Race/Ethnicity.

Ad Hoc Reports

From the Index, expand Ad Hoc Reporting

and select Filter Designer.

Enal Stucdmrs Create New

Filter Type

%) Qwery Wizard

From Create New, select Filter Type:

() Pass-mrough SOL Query
Creme

,\.ﬂj

Query Wizard and Data Type: Student.

Click Create.

Complete Query Name, Short Description
(optional) and Long Description (optional).

Ad Hoc Query Wizard - Field Selection

“Query Name:  |Dropout Report

Choose the following fields:
e Demographics

Shart Desaiption:

Long Desaiption .

= statelD
Select categories & fields n /aStName
s = . *  firstName
ety et ratane " grade

hispanicEthnicity student.firstName

= startDate
= startStatus

rsc=EthnicityFed student.grade
raceEthnicityDetermination student.startDate
hispanicl stino student startStatus
americanindian student.endDate

white
multirscis!

- €3] Identity History

# £ Impact Aid Emplayment

fedRace.asian

fedRace bladkOrAfricanAmerican
fedRace. pacificlslander

fedRace white

Eiier R L student.endStatus . endDate
f'S_G:;':f"iS:f-T="°5“ fedRace.hispanicLating
paaficislende: fedRace.americanindian u endStatus

e Demographics

O Federal Race

. esRam rsosE atyFEa
5 Reonting Enty = hispanicLatino
- Comaaior * americanindian
- d=einii . = gsian
- *  blackOrAfricanAmerican
= pacificlslander
= white
= raceEthnicityFed

Achievement
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For Field student.endStatus, select
Operator "Like" and Value "3%".

Click Next.

Filter the dats
Fiekd Operator
ludest giateD

student lsathame

tudent fradiame

atudest grade

studest starDute

studest startSiats

stusess enalate

studest endSmius LKE
fesfince KaganicLtng

Iraflace americankdan

feFlace ssian

fecPlace backDrricanimericar
fesflace pacificliander

fesince whie

feoRce raceLmAKEyTed

SOTO 3 yser Account

O User Grouss

[Save ][ sSavestenm |

Foloer ! b

e |

Value

[« Bock | Heoa » |

Format the output feirepart.

Finldl Sort  Decion  Column Header  Aligrment  Formatting
stusent statel

stusent attinee 7 Ascend

studert fradiame acend W

SUHAL e d ascena W

stusent stard

student endDate
stusent endstatus
deafince zanicd atng
Srdflnee amercankdian
fedRace avan

HaRBCE BIMCRDINA s AT

deafince pacifichinsder

T e { f

Sedflace whin

tecRlace racet oyt ed =
SeeTo: (3} \yer dcoount
Fower, | b

2 user Groups

Save || SavedTest

Langth

£ R |

[<ewc [ ext>

Return to the Index. Expand Ad Hoc
Reporting and select Data Export.

From Saved Filters, select Graduation
Report. Choose an Export Format.

Click Export.

NOTE: Select Year 10-11 and a district
high school.

\
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Choose Sort criteria if desired.

Click Save.
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Verify that data entered is correct.

Dropout Report Total Records:2
All Records
tdentstatelD) fedRaceblackOrAfrican
354982833 Cyrus Mviley 12 08252010 02 08232010 340 0 0 0
Sy

739518121 [West Kanye 12 01/18/2011 06 021172011

All Records

Index Search | Help West, Kanye
Search for a: #133 DDEDE\IZ-?MQQS GEH_ﬂ_EI’M : . -
U Home ot oems S eueon oo Croenomes e ‘ If Race/Ethnicity data is incorrect, make the
T hu . h
E‘;D'; R==‘un:_1 —~ Pf::lu:‘l‘:m& MWiddle Name Suffoc apprOprIate c anges.
€3 Vest, Kanye #133 [05/27/1993 Soc Sec Number = .
e AT ——— Click the Search tab. Search for a: All People.
T B Enter the student's last name and click Go.
Is the individual from one or more of these races?
(check all that apply)
[] American indian or Alaska Native . .
R Click the student's name. On the Demographics
[] Black or African American . .
[ Hative Hawaiian or Other Pacific slander tab, click Edit.
[ white
Race Ethnicity
s - Make changes to the Race/Ethnicity. Click Save.
Race/Ethnicity (Edit)
State Race/Ethnicity: Note: Is the individual Hispanic/Latino? and Is the
Federal Dezignation: 4:Black or African American individual from one or more of these races? are
Race(s). Black or African American the only two required race fields. Federal
Hizpanic/Latino: M:No . . . .
- o o Designation is calculated from data entered in
Race/Ethnicity Determination: .
these two fields.

If a district thinks that a student should not be counted as a dropout, they should make every effort to
verify the student's continued enrollment in a K-12 educational program leading to high school graduation.
If the student enrolls in another school in accordance with rule, the End Status and Dropout Reason may be
changed to reflect the student's new enrollment status.

Example #1: Student completes the 09-10 year, but does not return to school at the beginning of the 10-11
year. The student has until 10/3/2011 to re-enroll in school before being counted as a dropout (colony
students who do not register with the County Superintendent as home schools are counted as dropouts).

Example #2: Student does not complete the 10-11 year (drops out in April 2011), but re-enrolls at the
beginning of the 11-12 year. The End Status of the 10-11 enrollment is changed to 295: Dropped out,
subsequent re-enrollment and the Dropout Reason is blank.

Example #3: Student does not complete the 10-11 year (drops out in April 2011), and does not re-enroll at
the beginning of the 11-12 year. The student only has until 10/3/2011 to re-enroll before being counted as
a dropout in the 10-11 vear.
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GRADUATE AND DROPOUT
CERTIFICATION

Districts will be contacted by the OPI
in September to certify their graduate
and dropout counts. A username and
password to the OPI Reporting Center
will be provided, along with
instructions for certifying counts.
Districts that use this guide to verify
counts prior to receiving this
information will be a better position to
complete that certification.

I ; Achievement Montana
ot in Montana Office of Public Instruction
- Manlana's Shale Vet Denive lunesu, State Superiendent
w7 e

OFL Home

*JOPI Reporting Center

Eorgat your password?
A new one will be e-mailed to you,

You cnly need to Log In to see the fellowing:

Ldon'tpeed o Log In

To access CRT Secure Search, supply t Citrix Log In and Password. Then you will be able to access the CRT Secure Search under the
“Assessment’ menu option. To access any other option use OF1 web application User Name and Password assigned to you.

For help lagging in contact Mary Gralf at [406) 4443440 o maraBi@me.gov.
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