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Verifying Student Transfers
(Leave Log)

Situation: High schools and elementary schools need to verify and document official communications
regarding requests for student transfer from CPS and non-CPS schools. Unverified transfers may be
treated as dropouts under lllinois State Board of Education (ISBE) rules.

Description: Written documentation related to the withdrawal of the student from membership must be
maintained by the school in the student’s file.

The only valid codes for indicating a withdrawal from school enroliment are:
31, 32, 33, 34, 35, 40, 41, 52, 53, 55, 86, and 87.

If a school has withdrawn a student by entering any leave code other than those listed above, then that
student may be counted as a dropout at the end of the school year, unless the student has subsequently
been re-enrolled at this or another CPS school.

Response: The following steps demonstrate the process to update the Transfers page in SIM. This
includes the date that the material was received or requested, the type of material received or requested,
and audit tracking on who input the information into the student field. This ability is available for
SSTATUS and SADMIN roles.

Step 1: On the Control Panel, click School Info.
Chancery SMs™ Quick Search

Actions = Help + Log Off
SR Lzst nzme or 10: First or praferred name: plerts ~
Student Search ‘ Search 0 new alerts
Basic Quick Search ~
Detailed
Family Search All Students N/APEPKK1234567820
CLASS Predefined Searches Fa¥

Homerooms

Classes = Recentlv Enrolled Students

= Withdrawn Students This Year

SCHOOL
Awards Saved Lists Edit A

Student Behavior
School Info
Manage Programs

Mo list has been saved. To add = list, perform a search, select the
students you want, and select Save to List under the Actions menu.

ADMIN
School Setup
Scheduling
Grading
Attendance
District Setup
Reports
Exports
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Step 2: On the Control Panel, click Transfers.
Chanc.ery SMSW School Info Detail

Actions v Help + Home | Log Off
School Info Detail Abraham Lincoln Elementary
» Transporta - il A
Sec. Screenings asics Edit
Transfers
School number: 6100335
School name: Abraham Lincoln Elementary School
License number: 21490
School category: Elementary School
School area number: | Area 06 v
Available classifications: Selected classifications:
School classification: [Charter Regular (Traditional)
Contract
Magnet
Magnet Cluster
Open Enrollment
Performance
Available types: Selected types:
Schaol type: [alternative General Curriculum
Classical/Gifted
Military
Small
Special Education
w

*Required [ OK ][ Cancel ]

When the appropriate leave code is applied at the time of student transfer, the student’s name is
automatically displayed on the Transfers page (see below).

= Chancery SMS - Windows Internct Explorer — o] >
o
(<] ~ [ htto:/fdev=.sim.cps.kiz.il.us/ChancerySMS [Entties,EntityDetail. aspx De tailView —CBPage 5 15585chema —SchooledD — 2 148085ear =] | 47| | < o=
Eie it Wiew Favorites  Tools Help
P @t =) Chancery sMs | | it - B - &= - |Feage - {GF Teols - >
Chancery SMS ™ Scheol Info > Edit Verification of Transfers
Actions ~ Edit + Help ~ = Home | Log Off
School Info Detail Abraham Lincoln Elementary School
Werification of Transfers -~
erification of Transfers
Selected: o = [1- 30 of 67 =] Prev | Mext
—||=i=se werification Records Records “Receiving School from Student Student Status Transfer
changed date received request school name )
by
[ (77N (7N Abraham Chen, S0040963 32 1/5/2009
Lincoln Chufan
Elementary
School
[ (77N (7N Abraham mMatzke, so011429 32 1/5/2009
Lincoln Audrey
Elementary
School
[ (77N (7S Abraham Osborne, Lily 50017298 |32 1/5/2009
Lincoln Virginia
Elementary
School
[ (77N (7N Abraham Preiffer, 43358197 33 1/5/2009
Lincoln Alexandra
Elementary
School
[ (77N (7N Abraham Furlow, 44071665 33 12/17/2008
Lincoln Sydney Lara
Elementary
School
[ (77N (7S Abraham Apeagyei, 45052095 33 12/8/2008
Lincoln Declan Ofori
Elementary
School
[ (77N (7S Abraham Sheley, soos4118 33 12/2/2008
Lincoln Olivia
Elementary  Kathrene
School
[ (77N (7N Abraham Bredesen, 440220032 33 11/25/2008
Lincoln Allysha ~1
*Required apply | oK | cancel |
& internet [#100% -
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Step 3: The fields must be completed as appropriate.
Receiving school

Records requested

Records received

Verification date

Last changed by

Step 4: Click the Apply button to save your work and continue editing. Click the OK button to save your
work and end the session.

Please direct questions to the IMPACT Help Desk at (773) 553-3925, option 2.




