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Migrant Student Information System 
Data Reporting Requirements 

TYPE OF DATA 
STUDENT 

DATA 

OUT OF SCHOOL 
YOUTH 

REQUIRED FOR EOY 
REPORT (REG. TERM) 

SUMMER 
SCHOOL 

SUMMER EOY 
REPORT 

ENROLLMENTS 
❖ Regular School 
❖ 0-2 Year Olds 
❖ Out-of-School Youth 

X X X X X 

WITHDRAWALS X X X X X 

ATTENDANCE X  X X X 

SUPPLEMENTAL 
❖ Academic Services  
❖ Non-Academic Services 
❖ Service Approach (if mass reporting) 
❖ Other Educational Services-CEDARS 

X X X X X 

STUDENT ASSESSMENTS 
❖ Local Standardized-Highly Recommended 

❖ Pre & Post Assessments-Required 

❖ State Required Standardized-OSPI 

X  X X X 

SECONDARY 
❖ Credits Earned- CEDARS 
❖ Hours Attended 
❖ Out of State Credits (Within 30 Days)         

 

X 

 

 

 

X 

 

X 
 

IMMUNIZATIONS  

❖ Report Yes if applicable 
X     

MIGRANT PHYSICAL EXAM 
❖ Reported by parent, student,                             

or provider 

X   
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RECORDS CLERK REPORTING GUIDELINE SCHEDULE 
 

 All migrant student data is to be reported into the MSIS as the data becomes available.  The timeline below is a guide to ass ist Records 
Clerks in the reporting of migrant student data as it affects the various reports available on the MSIS.  
 

TYPE OF DATA SEP OCT NOV DEC JAN FEB MAR APR MAY JUN 

DESIGNATED SCHOOL OF 
GRADUATION 

X X         

ENROLLMENTS On-going 

ASSESSMENTS 

-Highly Recommended-Local 
Standardized -Required-Pre & Post for 
Pre-K thru 8th grade students receiving 
ELA, Math, or Preschool services 

On-going 

GRADUATION REQUIREMENTS X X         

HOURS ATTENDED On-going 

IMMUNIZATIONS  

Report Yes if Applicable 
On-going 

OUT OF STATE CREDITS  

Within 30 days of enrollment  
On-going 

PHYSICAL EXAM RESULTS 

Student/Parent/Provider Reported 
 

On-going 

SUPPLEMENTAL SERVICES  

Academic & Non-Academic 
On-going 

WITHDRAWALS 

Report Attendance 

Secondary Hours Attended (if applicable) 

Supplemental Services 

Assessments 

On-going 

X = Report Data during this month 

If you have any questions on reporting of migrant student data, please call the MSIS Trainer & Lead Data Reviewer at OSPI  (360) 725-6150. 
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RECRUITER ACTIVITY GUIDELINE SCHEDULE 
 

The timeline below is a guide to assist recruiters with their activities for the school year. 
 

ACTIVITY SEP OCT NOV DEC JAN FEB MAR APR MAY JUN 

ATTEND SCHOOL CONFERENCES   X    X    

CHECK FOR MOVES WHERE STUDENT WAS 
NOT WITHDRAWN FROM SCHOOL 

Possible Challenged COE  

   X X X X X   

COE REVALIDATIONS On-going 

UTILIZE MSIS REPORTS  
Review ID&R Historical Activity Plan for 
Future Recruitment Efforts in District  
 

On-going 

DISTRICT ID&R PLAN                                                                       
Submit no later than December 15 to OSPI 
via the instructions page on the ID&R 
District Plan (Note: Instructions can be 
found on the MSDRS resource website) 

X X X X       

IDENTIFICATION & RECRUITMENT On-going 

RECRUITER ID&R LOGS 
Submit on weekly basis per the ID&R Log 
Instructions (Note: Instructions can be 
found on the MSDRS resource website) 
 

On-going 

ATTEND FPD & MEP TEAM MONTHLY 
MEETINGS  

On-going 

SPRING IMPACTION 

Review Mobility Report  
      X X X X 

X = Recommended activity during indicated month 

  If you have any questions on Identification and Recruitment, please call MSDRS at (509) 837-2712. 
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AUGUST 
RC/RT MONTHLY ACTIVITY GUIDE  

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE       

COMPLETED 
REMIND FPD TO SCHEDULE MEP TEAM 
MEETINGS FOR THE YEAR 
 

 
 

SCHEDULE MEP TEAM MEETINGS WITH 
FPD FOR THE YEAR 

 

REPORT SUMMER SCHOOL DATA DUE END  
OF SUMMER TERM OR BY SEPTEMBER 15TH 

• Enrollments 

• Withdrawals / Attendance  

• Supplemental Services 

• Pre & Post/ Pre-K thru 8th Grade/ ELA, Math, or 
Preschool services ( if applicable) 
 

 

WORK ON SUMMER REVALIDATIONS AND 
EOE LIST 

 

WORK WITH SCHOOL ENROLLMENT STAFF 
TO IDENTIFY MIGRANT STUDENTS NEW TO 
THE DISTRICT   

 

REMIND FPD TO RETURN SCHOOL DISTRICT 
DIRECTORY AS SOON AS POSSIBLE 
 

 
SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 
 

 

FORWARD SIGNED MIGRANT FREE LUNCH 
AND EOE FREE LUNCH STUDENT LIST TO 
FOOD DIRECTOR 

 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 
❖ Migrant Free Lunch & EOE Free Lunch Student Lists ❖ COE Revalidation Report  

❖ Enrollment Comparison Summary ❖ Possible Missed COE Report 

❖ Possible Missed Sibling Enrollment List ❖ Qualifying Arrival Date (QAD) Report 
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SEPTEMBER 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 
PROCESS MASS ENROLLMENTS  
• Verify that all students are currently enrolled in 

school district 
 

WORK ON REVALIDATIONS, MISSED 
COES and END OF ELIGIBILITY LIST  

 

ENROLL ALL OUT OF SCHOOL YOUTH 
• Verify that OS students are residing within the school 

district boundary 
 

 

 

SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 
 

 

ENSURE ALL STUDENT ENROLLMENTS AND 
WITHDRAWALS ARE PROCESSED FOR 
PREVIOUS SCHOOL YEAR 

 WORK WITH SCHOOL ENROLLMENT 
STAFF TO IDENTIFY MIGRANT 
STUDENTS NEW TO THE DISTRICT   

 

ASK FPD FOR COPY OF GRANT TO VERIFY 
SUPPLEMENTAL SERVICES APPLIED FOR 
 

 

REVIEW THREE-YEAR PHYSICAL EXAM REPORT 
• If parent confirms student’s physical exam, report in 

MSIS as “Parent Reported” include month & year 

 
 

 

REGISTER AND ATTEND REGIONAL OSPI 
ID&R TRAINING   

 

REVIEW POSSIBLE MISSED COE REPORT 
 

 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 
❖ Migrant Free Lunch & EOE Free Lunch Student Lists ❖ COE Revalidation Report  

❖ Enrollment Comparison Summary ❖ Possible Missed COE Report 

❖ Possible Missed Sibling Enrollment List ❖ Qualifying Arrival Date (QAD) Report 
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OCTOBER 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 
ENTER MINIMUM GRADUATION   
REQUIREMENTS FOR 9TH GRADERS 

 
WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

REPORT DESIGNATED SCHOOL OF   
GRADUATION FOR HIGH SCHOOL  
STUDENTS  

 

 

SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 
 

 

RESPOND TO MSIS AUTO EMAIL FOR 
STUDENTS WITH OUT OF STATE 
CREDITS WITHIN 30 DAYS 

 

 

ATTEND OSPI MONTHLY ID&R CHECK INS  
 

 

WORK ON POSSIBLE MISSED SIBLING  
ENROLLMENT LIST  

 REVIEW POSSIBLE MISSED COE REPORT 
 

REPORT SUPPLEMENTAL DATA PER  
DISTRICT GRANT 

• Get copy of Grant from FPD 

• If services do not match Grant, FPD can modify 
– call ESD for assistance 

 

ID&R DISTRICT PLANS DUE DECEMBER 15th 
TO OSPI  
 

 

WITHDRAW STUDENTS WHO LEAVE AFTER 
SCHOOL STARTS OR HAVE EOE 

• Also withdraw OS students who leave district 
 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 
❖ District Enrollment Status Report ❖ COE Revalidation Report  

❖ Building Supplement Services Summary ❖ Possible Missed COE Report 

❖ Student Supplemental Services Report ❖ Termination Report 



9 
 

NOVEMBER 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 
REPORT MISSING IMMUNIZATION DATA  

• Report “YES” if Applicable 
 

WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

REPORT MIGRANT PHYSICAL EXAM DATA  
• Parent, Student or Provider Reported 

 
ATTEND SCHOOL CONFERENCES  

• Identify and recruit migrant families 
 

CHECK FOR MISSING ENROLLMENTS 
• Possible Missed Sibling Enrollment List  
• District Enrollment Status Report 

 

 

SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 
 

 

WITHDRAW EOE STUDENTS WHO HAVE    
DNQ REPORTED THE DAY BEFORE THE QAD  

• If no DNQ contact RT before Withdrawal        
 

 

ATTEND OSPI MONTHLY ID&R CHECK INS  
 

 

WITHDRAW THREE YEARS OLD STUDENTS  
• The day before their birthday 

• Re-enroll on their birthday                  
 

ID&R DISTRICT PLANS DUE DECEMBER 15th 
TO OSPI  

 

REPORT SUPPLEMENTAL DATA PER GRANT 
• Get copy of Grant from FPD 

• FPD can modify Grant, call ESD for assistance  
 

REPORT PRE/POST ASSESSMENTS  
• Student’s Pre-K thru 8th grade receiving  ELA, 

Math, or Preschool services 
 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 

❖ Priority for Service Student List  ❖ COE Revalidation Report  

❖ Students Turning 3 List ❖  Qualifying Arrival Date (QAD Report) 

❖ Building Pre/Post Test Summary ❖ Termination Report 
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DECEMBER 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 
CHECK ON NEEDS WITHDRAWAL  

• Mass/Enroll/Withdraw 
 

WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

ATTEND MSIS REQUIRED TRAINING  

 

SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 
 

 

REPORT MIGRANT PHYSICAL EXAM DATA       
IF APPLICABLE  

• Parent, Student, Provider Reported 
REPORT MISSING IMMUNIZATION DATA 

• Report Yes if Applicable 

 ATTEND ID&R REQUIRED TRAINING 

 

REPORT MEDICAL DIAGNOSED ALERTS  
• Check with local nurse  

• Resolve MDA if applicable 
 

 
 

                                                                                                 
ID&R DISTRICT PLANS DUE DECEMBER 15th 
TO OSPI 
 

 

FALL DATA MONITORING 
• Report all Supplemental data per Grant 

• Fall/Winter Data Monitoring Due to OSPI 

 

  

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 

❖ 3 Year Physical Exam Report  ❖ COE Revalidation Report  

❖ Immunizations-Exemptions On File Report ❖  Possible Missed COE Report 

❖ MDA Report ❖ Termination Report 
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JANUARY 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 
WITHDRAW EOE STUDENTS WHO HAVE    
DNQ REPORTED THE DAY BEFORE THE QAD  

• If no DNQ contact RT before Withdrawal        
 

WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

CHECK FOR MISSING ENROLLMENTS 
•  District Enrollment Status Report 
•  Possible Missed Sibling Enrollment List 

 
COMPLETE CHALLENGED COE FORM IF 
SCHOOL DID NOT WITHDRAW STUDENTS 
FOR WINTER MOVES 

 

PROCESS PENDING CHALLENGED COE 
ENROLLMENTS (if applicable) 

• Follow up with Recruiter make sure all 
Challenged COEs have been finalized 

 
PROCESS PENDING CHALLENGED COEs 

• January thru April 

• Process within a week of interview 

 

REPORT SUPPLEMENTAL DATA PER GRANT 
• Get copy of Grant from FPD 

• FPD can modify Grant - call ESD for assistance 
 

 

WORK WITH SCHOOL ENROLLMENT STAFF 
TO IDENTIFY NEW STUDENTS TO DISTRICT 
 

 

 

IF YOU HAVE NOT REPORTED 
SUPPLEMENTAL DATA YET, PLEASE 
REPORT IT SOON 

 

SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 

 

  

ATTEND OSPI MONTHLY ID&R CHECK INS  
 

 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 

❖ Termination Report ❖ COE Revalidation Report  

❖ District Enrollment Status Report ❖  Mobility Report 

❖ Priority for Service Student List ❖ COE Generation Report 
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FEBRUARY 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 
WITHDRAW THREE YEARS OLD STUDENTS  

• The day before their birthday 

• Re-enroll on their birthday                  
 

ID&R MONITORING 
• Enrollments 

• COE Revalidations 

 

REPORT MISSING IMMUNIZATION DATA 
• Report Yes if Applicable  

 

 

WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

REPORT MIGRANT PHYSICAL EXAM DATA       
IF APPLICABLE  

• Parent, Student or Provider Reported 
 REVIEW POSSIBLE MISSED COE REPORT  

 

VERIFYBUILDING INDICATORS IN MSIS  
SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 

 

RESPOND TO MSIS AUTO EMAIL FOR 
STUDENTS WITH OUT OF STATE CREDITS                                                     
WITHIN 30 DAYS (if applicable) 

 

 

ATTEND OSPI MONTHLY ID&R CHECK INS  

 

CHECK SECONDARY CREDIT REPORT FOR 
STUDENTS 9-12th WHO WITHDREW AND DID 
NOT RECEIVE CREDIT.  IF MISSING CREDITS:  

• Check SSID make sure it is correct 

• Call Registrar make sure credits were uploaded 

• Report hours attended (if applicable) 

PROCESS PENDING CHALLENGED COEs 
• January thru April 

• Process within a week of interview 

 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 

❖ Students Turning 3 List ❖ COE Revalidation Report  

❖ Immunizations-Exemptions On File Report ❖  Qualifying Arrival Date (QAD Report) 

❖ Secondary Credit Report ❖ Possible Missed COE Report 
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MARCH 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 
WITHDRAW EOE STUDENTS WHO HAVE    
DNQ REPORTED THE DAY BEFORE THE QAD  

• If no DNQ contact RT before Withdrawal   
 

WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

REPORT PRE/POST ASSESSMENTS FOR    
• Students Pre-K thru 8th Grade 

• Who are receiving ELA, Math, or Preschool 
services  (if applicable) 

 
ATTEND SCHOOL CONFERENCES  

• Identify and recruit migrant families 

 

REPORT LOCAL STANDARDIZED 
ASSESSMENTS IF POSSIBLE 

• Not required but highly recommended 
 

PREPARE FOR SPRING IMPACTION 
• Review Mobility Report for Returning Families 

 

 
 

SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 
 

 

 

 

ATTEND OSPI MONTHLY ID&R CHECK INS  
 

 

PROCESS PENDING CHALLENGED COEs 
• January thru April 

• Process within a week of interview 

 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 

❖ Termination Report   ❖ COE Revalidation Report  

❖ Building Pre/Post Test Summary ❖  Qualifying Arrival Date (QAD Report) 

❖ Formal Assessment Report ❖ Three Year COE/Enroll Comparison 
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APRIL 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 
CHECK ON NEEDS WITHDRAWAL 

• Mass-Enroll/Withdraw 
 

WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

CHECK FOR MISSING ENROLLMENTS 
• District Enrollment Status Report 

• Possible Missed Sibling Enrollment List 
 

ATTEND OR OBTAIN KINDERGARTEN 
REGISTRATIONS FOR POSSIBLE 
IDENTIFICATION AND RECRUITMENT 

 

CHECK SECONDARY CREDIT REPORT FOR 
STUDENTS 9-12th WHO WITHDREW AND DID 
NOT RECEIVE CREDIT.  IF MISSING CREDITS:  

• Check SSID make sure it is correct 

• Call Registrar make sure credits were uploaded 

• Report hours attended (if applicable) 

 

PREPARE FOR SPRING IMPACTION 
• Review Mobility Report for Returning Families 

 

PROCESS PENDING CHALLENGED COEs 
• January thru April 

• Process within a week of interview 

REGISTER FOR STATE MEP CONFERENCE  REGISTER FOR STATE MEP CONFERENCE  

PROVIDE FPD WITH MSIS REPORTS FOR 
• Grant Application 

• EOY Reporting 
 

SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 

 

ATTEND OSPI MONTHLY ID&R CHECK INS  

 
RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 

❖ Termination Report  ❖ Coe Revalidation Report  

❖ District Enrollment Status Report ❖  Possible Missed COE Report 

❖ Secondary Credit Report ❖ Mobility Report 
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MAY 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 

WORK ON END-OF-YEAR REPORTING 
• Enrollments  

• Withdrawals/Attendance 

• Immunizations 

• Supplemental 

• Pre & Post/ Pre-K thru 8th Grade/ ELA, Math, or 
Preschool services ( if applicable) 

 

WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

REVISIT THE ID&R PLAN WITH FPD  
• Call OSPI for assistance 

• Submit Plan in the Fall 

 

SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 

 

PROVIDE FPD WITH MSIS REPORTS FOR 
• Grant Application and EOY Reporting 

 
ATTEND OSPI MONTHLY ID&R CHECK INS  
 

 

REGISTER FOR STATE MEP CONFERENCE  REGISTER FOR STATE MEP CONFERENCE  

SPRING DATA MONITORING 
• Report all Supplemental data per Grant 

Spring Data Monitoring form due to OSPI  

 

 

NOTE: DISTRICTS CAN WITHDRAW 15 DAYS 
PRIOR TO END OF SCHOOL YEAR  

• If option is used, RC must double check 
attendance before finalizing data. 

 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 

❖ District Reporting Summary  ❖ COE Revalidation Report  

❖ Building Supplemental Services Summary ❖  COE Generation Report 

❖ Enrollment Comparison Summary ❖ Qualifying Arrival Date (QAD) Report 
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JUNE 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 

PROCESS SUMMER SCHOOL ENROLLMENTS  
WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

 

IF NO RC AVAILABLE FOR SUMMER MEP 
SUMMER SCHOOL DIRECTOR SHOULD 
GATHER REQUIRED DATA FOR REPORTING IN 
THE FALL  

• Enrollments  

• Withdrawals/Attendance 

• Immunizations 

• Supplemental 

• Pre & Post/ Pre-K thru 8th Grade/ ELA, Math, or 
Preschool services ( if applicable) 

 

 

WORK ON SUMMER SCHOOL RECRUITMENT 
• Attend Summer School registration  

• Visit local Seasonal Farmworker Home     
          Complexes 

• Review MSIS Reports for planning of    
          Summer Identification and Recruitment 

 
 
 

 

COMPLETE END OF YEAR REPORTING                     
• Enrollments  

• Withdrawals/Attendance 

• Immunizations 

• Supplemental 

• Pre & Post/ Pre-K thru 8th Grade/ ELA, Math, or 
Preschool services ( if applicable) 

  

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 

❖ Building Supplemental Service Summary ❖ Coe Revalidation Report  

❖ Secondary Credit Report ❖  COE Generation Report 

❖ Building Pre/Post Test Summary ❖  Qualifying Arrival Date (QAD) Report 
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JULY 
RC/RT MONTHLY ACTIVITY GUIDE 

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE 

COMPLETED 

PROCESS SUMMER SCHOOL ENROLLMENTS  
WORK ON REVALIDATIONS, MISSED COES 
and END OF ELIGIBILITY LIST 

 

IF NO RECORDS CLERK AVAILABLE FOR 
SUMMER MEP, SUMMER SCHOOL DIRECTOR 
SHOULD GATHER REQUIRED DATA FOR 
REPORTING IN THE FALL  

• Enrollments  

• Withdrawals/Attendance 

• Immunizations 

• Supplemental 

• Assessments- Pre & Post/ Pre-K thru 8th Grade/ 
ELA, Math, or Preschool services (if applicable) 

 

WORK ON SUMMER SCHOOL RECRUITMENT 
• Attend Summer School registration  

• Visit local Seasonal Farmworker Home     
  Complexes 

• Review MSIS Reports for planning of    
  Summer Identification and Recruitment 

 
 
 

COMPLETE END OF YEAR REPORTING                     
• Enrollments  

• Withdrawals/Attendance 

• Immunizations 

• Supplemental 

• Assessments-Pre & Post/ Pre-K thru 8th Grade/ 
ELA, Math, or Preschool services (if applicable) 

 

 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 

❖ Building Supplemental Service Summary  ❖ COE Revalidation Report  

❖ Secondary Credit Report ❖  COE Generation Report 

❖ Building Pre/Post Test Summary ❖  Termination Report 
 



18 
 

AUGUST 
RC/RT MONTHLY ACTIVITY GUIDE  

RECORDS CLERK 
DATE 

COMPLETED RECRUITER 
DATE       

COMPLETED 

REMIND FPD TO SCHEDULE MEP TEAM 
MEETINGS FOR THE YEAR 

 
 

COORDINATE ACTIVITES WITH FPD TO 
SCHEDULE MEP TEAM MEETINGS FOR THE 
YEAR 

 

REPORT SUMMER SCHOOL DATA DUE END  
OF SUMMER TERM OR BY SEPTEMBER 15TH 

• Enrollments 

• Withdrawals / Attendance  

• Supplemental Services 

• Assessments- Pre & Post/ Pre-K thru 8th Grade/ 
ELA, Math, or Preschool services ( if applicable) 

 

WORK ON SUMMER REVALIDATIONS, 
MISSED COES AND EOE LIST 

 

WORK WITH SCHOOL ENROLLMENT STAFF 
TO IDENTIFY NEW MIGRANT STUDENTS TO 
DISTRICT   

 

RETURN SCHOOL DISTRICT DIRECTORY  
SUBMIT WEEKLY IDENTIFICATION & 
RECRUITMENT LOGS TO OSPI 

 

FORWARD SIGNED MIGRANT FREE LUNCH 
AND EOE FREE LUNCH STUDENT LIST TO 
FOOD DIRECTOR 

  

 

 

RECORDS CLERK MSIS REPORTS RECRUITER MSIS REPORTS 
❖ Migrant Free Lunch & EOE Free Lunch Student Lists ❖ COE Revalidation Report  

❖ Enrollment Comparison Summary ❖ Possible Missed COE Report 

❖ Possible Missed Sibling Enrollment List ❖ Qualifying Arrival Date (QAD) Report 
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Data Entry & Monitoring MSIS Reports Guide 

The following resource provides the required data category and correct entry screen to be used for reporting migrant student data by season.   The MSIS Reports that contain the 
data entered are also included for each category.    

FALL DATA MONITORING 
FALL DATA MONITORING ENTERING YOUR DATA HELPFUL MSIS RESOURCES 

CATEGORY DATA ENTRY SCREEN REPORT 

ENROLLMENTS-MASS ENROLL 
 

• OUT-OF-SCHOOL YOUTH 

• RE-ENROLL STUDENTS TURNING                                  
3-YEARS OLD 
 

• POSSIBLE MISSED SIBLING  

STUDENT - Enroll/Withdraw/New Enrollment  
MASS - Enroll/Withdraw/Enrollments 
  

REPORTS/STUDENT LIST  
• District Enrollment Status Report  

• Migrant Student List 

• Possible Missed Sibling Enrollment List 

• Migrant Free Lunch Student List 

• Priority for Service Student List  

• Students Turning 3 List 
 

WITHDRAWALS 

• PREVIOUS SCHOOL YEAR  
     Report Attendance 
 

• NEEDS WITHDRAWAL  
 

• END OF ELIGIBILITY WITHDRAWALS 
     Withdraw students who have DNQ reported if no   
     DNQ contact Recruiter before EOE withdrawal 
     Process withdrawal day before the QAD        

 

STUDENT - Enroll/Withdraw /Enrollment Line  
MASS - Enroll/Withdrawal/Withdrawals and 
Attendance 
 
MASS - Enroll/Withdrawal/Needs 
Withdrawal 
 
STUDENT - Enroll/Withdraw/Enrollment 
Line 

 

REPORTS/STATISTICAL  
• Enrollment Comparison Summary  

 
                                     
 

REPORTS/ELIGIBILITY  
• Termination Report  

 

SECONDARY                                                                       

• SCHOOL OF GRADUATION 
  

• GRADUATION REQUIREMENTS  
 

• HOURS ATTENDED 
     Review Secondary Credit Report                                 
     (Unreported Credits) 
 

• OUT OF STATE CREDITS 
     Report status for students with out of state credits     
     within 30 days 

MASS - Secondary/School of Graduation  
 

MASS - Secondary/Grad Requirements  
 

STUDENT - Secondary /Credits /Hours/ 
Enrollment Line/New Hours Attended 
 

STUDENT - Enroll/Withdrawal/ Enrollment 
Line   
 
 

 
  

REPORTS/EDUCATIONAL 
• Secondary Credit Report  
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Data Entry & Monitoring MSIS Reports Guide 

The following resource provides the required data category and correct entry screen to be used for reporting migrant student data by season.   The MSIS Reports that contain the 
data entered are also included for each category.    

FALL DATA MONITORING 
FALL DATA MONITORING ENTERING YOUR DATA HELPFUL MSIS RESOURCES 

CATEGORY DATA ENTRY SCREEN REPORT 

SUPPLEMENTAL SERVICES 

• Academic Services 

• Non-Academic Services 

• Service Approach (if mass reporting) 
  

STUDENT - Supplemental/Supplemental 
Services/ Enrollment Line 
 
MASS - Educational/Supplemental   
 

REPORTS/EDUCATIONAL  
• Building Supplemental Services 

Summary   

• Student Supplemental Services Report   
ASSESSMENTS  

• LOCAL STANDARDIZED ASSESSMENTS 
     Highly recommended that districts report Local   
     Standardized Assessments for migrant students 
 

• PRE AND POST ASSESSMENTS                            
     Required for any student Pre-K through 8th grade    
     receiving ELA, Math or Preschool services  
 

• STATE REQUIRED STANDARDIZED 
ASSESSMENTS 

     Secure Student Identifier (SSID) allows OSPI to upload     
     State Standardized Assessments into the MSIS. 
 
  

STUDENT - Assessment /New Assessment/   
Enrollment line   
 
MASS - Educational/Assessment   

REPORTS/EDUCATIONAL  
• Formal Assessment Report  

 
 
 
 

• Building Pre/Post Test Summary 

 
 

• Formal Assessment Report  

  

AUTOMATED MSIS EMAILS 

The MSIS sends out several electronic emails throughout the year regarding different subject categories.  If you are not receiving any of the following emails, please let us know 
immediately. It is very important that you receive these emails since they are part of missing required data that needs to be completed and submitted into the MSIS. 

 ACTION EMAIL 
 

FOR YOUR INFORMATION EMAIL 
 ➢ eCOE Successfully Submitted and Approved  

➢ Health Summary of Students Without Health Exams 
➢ Missing SSID Number 
➢ Monthly Termination Report 
➢ Pending Enrollments / Reminder sent at 10, 20, 30 days 
➢ Possible Migrant Student Transfer to District in State  
➢ Secondary Data Out of State Transcripts 
➢ Student Transfer Document 
➢  

➢ Monthly COE Revalidations Missing 
➢ Possible Migrant Student Transfer Out of State  
➢ 30 Days Enrolled No COE on File  
➢ New PASS Enrollment  
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Data Entry & Monitoring MSIS Reports Guide 

The following resource provides the required data category and correct entry screen to be used for reporting migrant student data by season.   The MSIS Reports that contain the 
data entered are also included for each category.    

SPRING DATA MONITORING 
SPRING DATA MONITORING ENTERING YOUR DATA HELPFUL MSIS RESOURCES 

CATEGORY DATA ENTRY SCREEN REPORT 

WITHDRAWALS /END OF YEAR 

• Option to withdraw students 15 calendar days 
prior to end of School Year  

 

-NEEDS WITHDRAWAL  

STUDENT - Enroll/Withdrawal/Enrollment Line 
MASS - Enroll/Withdrawal/Withdrawal 
  

REPORTS/STATISTICAL 

• Enrollment Comparison Summary  

PRE AND POST ASSESSMENTS                            

• Required for any student Pre-K through 8th grade    
     receiving ELA, Math, or Preschool services  
 

STUDENT - Assessment/New Assessment/ 
Enrollment Line 
MASS - Educational/Assessment  

REPORTS/EDUCATIONAL 
• Building Pre/Post Test Summary 

 

SUPPLEMENTAL SERVICES 

• Academic Services 

• Non-Academic Services 

• Service Approach (if mass reporting)  

STUDENT - Supplemental/Supplemental 
Services/Enrollment Line 
MASS - Educational /Supplemental  

REPORTS/EDUCATIONAL  
• Building Supplemental Services 

Summary 
•   Student Supplemental Services Report   

QUICK LINK MENU/RANT REPORTS 

Grant Reports can be a valuable tool for the Federal Programs Director.  These reports will assist the FPD in completing the iGrant Application, preparing for the Program 
Review and completing the End-of-Year Report.  

➢ Building Supplemental Service Summary 
➢ End of Year Data Summary 
➢ Enrollment Comparison Summary 
➢ Formal Assessment Report  
➢ Migrant Student List  
➢ Priority for Service Student List  

➢ Recovered Out of School Youth List  
➢ Served in Preschool Report  
➢ Statewide Dashboard 
➢ Students Credit Earned Summary 
➢ Student Needs Assessment Data  
➢ Student Supplemental Service Report  
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OSPI/MSDRS  
RC/RT MONTHLY ACTIVITY GUIDE 

 

A publication developed by Migrant Student Data, Recruitment and Support.   

 

The OSPI/MSDRS RC/RT Monthly Activity Guide is intended   

to assist Record Clerks in the collecting and reporting  

of migrant student data in the Migrant Student Information System.  

 

The Guide also provides information to assist Recruiters with  

Identification and Recruitment activities as it pertains to the children’s  

eligibility for the Title I, Part C- Migrant Education Program. 

 

Questions, Comments, or Input on the Activity Guide can be  

submitted via email to msis@msdr.org 
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