
December Monthly 
Records Clerk Meeting

OSPI Title I, Part C Migrant Education Program
Sylvia Reyna, Maria Guzman, Ceair St. Onge, Elizabeth Ramos

December 10, 2025 | 10:00 to 11:00 am
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Agenda / Topics

Needs Withdraw Screen
This screen shows if a student has multiple enrollments during the current school year.
Withdraw those students who are not in your district or who have multiple enrollments.

Fall Data Monitoring
• Online Form Due mid-February upon Maira’s return
• Complete all reporting requirements to ensure timely submittal

Medical Diagnosed Alerts (MDA)
• Check with the local nurse for MDAs and report if any 
• If MDA is resolved, please report in MSIS
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Tips, Reminders, Pop Quiz
• Missed COEs
• MSDRS emails
• Multi-Factor Authentication
• Pop Quiz

Review Immunization Report 
• To Verify which Students are missing Immunization Data
• Use the MASS screen to report if student has immunization/exemption on file

Report Supplemental Services
The services listed on your district grant are the services that should be reported.

OS Enrollment
Enrolling students who have been re-engaged in their learning



Records Clerk Monthly Meetings
Virtual via Zoom | Held on Wednesdays from 10-11 am

Month Date Registration Link

December December 10th https://us02web.zoom.us/meeting/register/cQtimrd7TmuKOyjyg8Z_Ww 

January January 14th https://us02web.zoom.us/meeting/register/vIF_6hisRwOUx13C8Mw3hQ 

February February 11th https://us02web.zoom.us/meeting/register/uLZzKEddSDOiUCAJ0O_n9w 

March March 11th https://us02web.zoom.us/meeting/register/c2MLWO37SiKrJbfdehvNTg 

April April 8th https://us02web.zoom.us/meeting/register/e3cR6SKpThSmJZtSYj02LA 

May May 13th https://us02web.zoom.us/meeting/register/oMG36Pq2Q4-qRwA2bdeOsA 

June June 10th https://us02web.zoom.us/meeting/register/0zS_dcErQki2guz4kP2a_A 
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Office hours Info
Zoom link: https://us02web.zoom.us/j/83813341344?from=addon

• Virtual via Zoom
• Every other week
• Wednesdays
• 10-11 am
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Training Information 
• Review the training 

materials at the 
Resources for Records 
Clerks page in the MSIS

• Resources
• Records Clerks
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• Contact Maria Guzman 
for technical assistance 
or trouble shooting at 

 maria.guzman@k12.wa.us

https://www.msdr.org/main/resources
https://www.msdr.org/main/resources
mailto:maria.guzman@k12.wa.us


December Monthly Activities
Happy December!  Don’t forget to complete the following activities before leaving for winter break.
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1. Report Supplemental Services
• The supplemental services listed in your district’s grant are the 

services that should be reported. 
• The MEP Supplemental Services Definitions may be found on the 

MSIS Resources for Records Clerks page. 

2. Needs Withdraw Screen
• Shows more than 1 enrollment during the school year
• Withdraw students:

• not in your district or 
• who have multiple enrollments

3. Review Immunization Report
• To Verify which Students are missing Immunization Data
• Use the MASS screen to report if student has immunization/exemption 

on file exemptions

4. Reporting Medical Diagnosed Alert (MDA)
• Check with local nurse and report in MSIS
• If MDA is resolved, report in MSIS

5.  Fall Data Monitoring
• Use the online data monitoring form – due mid-February upon 

Maira’s return
• Complete all reporting requirements for timely data submission

https://s3-us-west-2.amazonaws.com/msdr-msis-data/cache/file/SuppServiceDef.pdf
https://www.msdr.org/main/resources-rc.cfm
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Reporting Supplemental Services



Continue Reporting Supplemental Services
• Reports – Supplemental

• Select: Building Supplemental Services Summary

• Report supplemental service for students in Pre-K through 8th grade receiving ELA or math 

services

• Report credit accrual

• Report any non-academic supplemental services

• The supplemental services listed in your district’s grant are the services that should be reported. 

• The MEP Supplemental Services Definitions may be found on the MSIS Resources for Records 

Clerks page. 
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Supplemental 
Program 
Services and 
Definitions
Page 1: Academic Supplemental 
Program Services
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Supplemental 
Program 
Services and 
Definitions
Pages 2-3: Non-Academic 
Supplemental Program Services
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Supplemental 
Program 
Services and 
Definitions
Page 4: Non-Academic 
Supplemental Program Services



Reporting Supplemental Services by Building
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Building Supplemental Services Report
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Supplemental Services MASS
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Needs Withdraw Screen



Check on Needs Withdraw Screen
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 Please note:  This screen will list students who have more than one enrollment for the current school year



Reporting Needs Withdraw
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Withdraw students who are no longer in your district or who have multiple enrollments
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Reporting Health Data



Health Reporting
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Health reporting is the process for which student data 
regarding health screenings, medical diagnosed alerts 
and immunizations are updated on an ongoing basis. 

The purpose for reporting health data is to ensure 
pertinent information is transferred from district to district 
to alert educators and health officials of student’s health 
problems, which may interfere with a student’s education. 

Reporting health data assists districts in demonstrating 
that they are supporting the unique heath needs of 
migrant youth and their families through allowable 
activities



MASS Immunization Reporting
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To identify which students are missing immunization data: Go to:  MASS screen, Health, Immunization

Use the MASS 
screen to 

report "Yes" if 
applicable



Report Missing Immunization Data
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Review immunization report to verify which students are missing  immunizations or 
exemptions – under Reports



Additional 
Guidance 
on 
Immunization 
Reporting
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1. Verification: Verify that they have access to the immunization 
information “on file” for the students, regardless of whether the information is 
up to date, exempt, or needs updating. 

2. Records On File: Once “on file” is indicated for that enrollment 
period, no further changes are needed for the student’s record for the rest of 
their enrollment period.

3. Withdraw/re-enrollments: If a student is withdrawn and re-
enrolled into the same district, the immunization status will remain “on file.”

3a. Example: If the student is withdrawn from District A, e.g., 
Sunnyside, and enrolled in District B, e.g., Mount Vernon, the Mount Vernon 
records clerk will need to verify they have access to the student’s immunization 
information “on file.”

4. Update: The immunization information tab in MSIS should be updated 
as soon as access is verified for student records purposes in MSIX.

5. Districts: The district will need to maintain a separate list of students 
who may need immunizations or updates to their immunizations, as MSIS does 
not maintain a listing of students missing immunization information. It only 
verifies that the records clerk/district has access to this information within the 
district. 

Here are the steps to verify and report immunization



Reporting Medical Diagnosed Alerts (MDA)
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• All Record Clerks can create and report MDAs in MSIS.

• If the district has a Migrant Nurse, the nurse may enter the 
MDA or collaborate with the RC.

• If there is no migrant-funded nurse the RC is responsible for 
entering all MDAs in MSIS.



Reporting MDAs

• First, check with your local nurse to 
review if any migratory students 
have existing MDAs or if there are 
any others that may need to be 
reported

• When an MDA is resolved, report 
in MSIS

12/10/2025 24Title I Part C, Migrant Education Program | December RC Meeting



Medical Alerts Report
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 Under Reports – go 
to Health Reports

 Select Medical Alerts 
Reporting

 One you enter in your 
school districts 
information – and 
view report

This report lists students who have had a Medical Diagnosed Alert (MDA) reported.  
Use this report to view possibly serious medical diagnosed alerts for migratory student.



Medical Diagnosed Alerts Report
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1. This report provides a list of all students with MDAs and the MDA status:  Unresolved, Resolved or Ongoing.  
2. Double check with your school nurse to confirm status or if there are any others who need an MDA reported.



A listing of the student’s medical alerts that have been reported will display

To add or view 
medical alert, 
navigate to 
the student 
panel.

MDA Update Step 1-Individual Student
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Under the 
Health menu; 
select Medical 
Alert. 



To edit an 
existing 
medical 
alert, click 
on the 
medical alert 
you wish to 
edit. 
You will see 
the 
following 
screen: 
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MDA Update Step 2-3-Individual Student

Update the 
RESOLVING DISTRICT 

and MDA Status
Click SUBMIT to enter your update
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New MDA—Individual Student



Reporting 
MDAs
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1. IDENTIFY NEW MDA: At the time of enrollment, districts need 
to capture any ongoing or urgent medical concerns so that these can be 
referred to health professional or provider

2. CREATE MDA: The person delegated to entering health data 
(typically migrant nurse or migrant records clerk) should create the MDA 
immediately.

3. RUN MDA REPORT: Run MDA report to see which students 
need to be identified for outreach. Establish a plan for resolving or alleviate 
ongoing health concerns.

3a. OUTREACH: Whomever has been tasked with doing the outreach, 
calls all families to inquire if MDA is “ongoing”, “unresolved” or “resolved”.

4. RESOLVE: After families have been called to inquire if MDA is 
“ongoing,” “unresolved” or “resolved” work in coordination with Records Clerk 
to enter MDA data.

5. RUN MDA REPORT: Run MDA Report regularly to capture new 
MDAs throughout the school year. Repeat Steps 3 and 4.



Out-of-School (OS) Enrollment
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Enrolling students who have been re-engaged in their learning:
 
1. Withdraw as OS

2. Enroll in school building, if attending an Alternative Learning Environment 
(ALE), student would still be enrolled in the school which they would be 
attending if not attending an ALE.

3. If a student is not in an ALE or in a school building, they would still be 
noted as OS.

Tip: See step by step student enrollment, page 35 of MSIS Handbook 



12/10/2025 32Title I Part C Migrant Education Program | December RC 
Meeting

Fall/Winter Data Monitoring



Fall/Winter Data Monitoring Form
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DUE: Mid-February 
  upon Maira’s return

 The Online Data Monitoring Form will 
be sent out mid-January with 
submission details

 Reminder to stay up to date on all 
reporting requirements to ensure data 
monitoring can be submitted on time.
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Reminders: MSDRS emails
MSDRS emails:  

• "Transfer To" or, "Student 
Enrolled?“ Email is about students 
who may have moved to your 
district but may have not been 
picked up as eligible.  

• Please review and act if applicable
o Out-Of-School Youth (OSY) 

Enrolled—Weekly notification 
to Records Clerk, OSY 
Coordinator and Federal 
Program Directors will begin 
in January 



Reminders: MSDRS emails-continued

12/10/2025 35Title I Part C, Migrant Education Program | December RC Meeting

MSDRS emails:  
• Please review and act if applicable

o Monthly Health Review-New 
monthly notification to 
Records Clerk, Federal 
Program Director; next one 
will be sent at the end of 
December



Reminders

• Missed COEs for students who arrived in your district but 
are not enrolled

• MSDRS Office:  Holiday Closure Dates
• December 24, 25 and 26, 2025
• January 1 and 2, 2026
• Banner has been posted in home page
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Multi-Factor Authentication (MFA)
REMINDER:  Effective January 5, 2026
To protect sensitive student data and maintain 
compliance with state and federal privacy 
requirements, all users will be required to complete 
multi-factor authentication (MFA) when accessing 
the Migrant Student Information System (MSIS) 
beginning January 5, 2026. 
After entering your MSIS login credentials, you will 
be receiving an email for the multi factor 
authentication that is being implemented. You will 
need to enter a code each time you log in to access 
the MSIS.
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Test Your Knowledge
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Pop Quiz Question 1: 

What is the main purpose of the Needs Withdraw 
screen in MSIS?

Answer:  C-To check if a student has more than one enrollment during the current school year

A. To report immunization data

B. To identify students with Medical Diagnosed Alerts

C. To check if a student has more than one enrollment during the current school year

D. To submit Pre/Post test scores



Test Your Knowledge
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Pop Quiz Question 2: 

When should a student be enrolled as an OS?
A. If attending an ALE

B. If in the district but not in school

C. If no longer enrolled in school but still residing in your community

Answer:  B & C
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Test Your Knowledge
Pop Quiz Question 3: 

True/False Question

The MASS screen may be used to identify which 
students are missing immunization data in MSIS.

Answer:  True



Activity Guide Available!

Find it on the MSDRS website!
RC/RT Monthly Activity Guide SY 25-26

All training dates have not been 
updated on the Activity guide
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https://s3-us-west-2.amazonaws.com/msdr-msis-data/cache/file/RCRTActivityGuide.pdf
https://s3-us-west-2.amazonaws.com/msdr-msis-data/cache/file/RCRTActivityGuide.pdf
https://s3-us-west-2.amazonaws.com/msdr-msis-data/cache/file/RCRTActivityGuide.pdf


Have a wonderful winter break!!

12/10/2025 42Title I Part C, Migrant Education Program | December RC Meeting



Questions?
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