
November Monthly 
Records Clerk Meeting

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

November 19, 2025 | 10:00 to 11:00 am
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Agenda / Concepts Report Pre Assessments
This includes PRE assessments

Review Report: Students Turning Three List
These students need to be withdrawn and re-enrolled

Report Supplemental Services
Checking for missing enrollments

Review and Report Health Data
Check immunization records and 3-year physical exam reports

Report : Grade/Age Distribution Summary-Needs Clean Up
This report calculates the total number of students by age and grade level; identifying 
students who are one or two (1 or 2) years behind their peers or off course to graduate. 
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Multi Factor Authentication (MFA)
A security process that requires users to provide two or more independent credentials (factors) to 
verify their identity before gaining access will become effective in January

Tips and Reminders
Pop quiz

Missing Enrollments
Missed siblings enrollment list



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

Month Date Registration Link

NOVEMBER November 19th https://us02web.zoom.us/meeting/register/EMQ_ONyPTW6MTrJk9xminQ 

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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https://us02web.zoom.us/j/83813341344?from=addon


Training Information 
• Review the training materials at the Resources for Records Clerks 

page in MSIS
• Contact Maria Guzman for technical assistance or trouble 

shooting at maria.guzman@k12.wa.us
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https://www.msdr.org/main/resources-rc.cfm
mailto:maria.guzman@k12.wa.us


November Monthly Activities
Activities you should complete this month 
to stay on track with your reporting
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1. Did your district apply for ELA and/or Math:  
• Report Pre-Assessments

2. Report 
• Missing Immunization Data
• Migrant Physical Exam Data
• Supplemental Services

3. Review
• Students Turning Three List Report

4. Check for Missing Enrollments
• Possible Missed Sibling Enrollment List Report
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Reporting Pre-Assessments



Pre Assessment Reporting
• Pre and Post Assessments are required for districts that 

are providing ELA, Math and/or PreK services (Academic 
Services) for all students that are in PreK through 8th 
grade. The only academic service that does not require 
pre/post assessment is credit accrual. High School 
Students are not assessed, as we want them to be 
working towards retrieving that credit.

• Pre Assessments-completed anytime between the end 
of  October through December (Fall).

• Post Assessments typically end of school year, May or 
June (Spring).

• When reporting: The information to be added into 
the Add Assessment Screen: Test Date, Test Name, 
Subject Category, Score Type and Test Score you will 
obtain from your testing coordinator or the person in 
your district that ensures that our migrant students are 
completing these assessments.

• If for some reason the testing coordinator gives you the 
information and there is a specific test in "reading" or a specific 
Math that is not listed in the drop down, select "ELA" or "Math“ 
when reporting.

• Districts may also report local standardized assessments 
when no pre/post assessment is provided. If your district is 
not offering academic services, we encourage you to enter 
local standardized assessment data in MSIS to support our 
highly mobile students. Leave the Pre/Post field blank, 
select a “Test Name” from the drop-down list, report only 
the listed assessments, and complete all remaining fields.
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Individual Student Pre Assessment-Reporting 
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Individual Student Pre Assessment-Reporting 
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Pre Assessment Mass Reporting
Select MASS, Educational, select Assessment.  The MASS Assessment Screen will appear.  Your district will automatically populate.  You will need to select the: 
Building in which your students are enrolled in that you are reporting for, the Grade or all grades, ensure the current School Year appears and Enrollment Term. 

Mass Assessment Process Screen: This screen shows the list of students enrolled in the building.
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 Step 1: Test Information--Select if Pre, Post or N/A, Test Type/Name, Subject, Score Type and Test Date (obtain from test coordinator)
 Step 2: Enter Scores-Enter the student’s Score and Possible Score (if applicable).  

Pre Assessment Mass Reporting-Steps

Possible Score 
appears when 
“Pre/Post” is selected

Only report 
assessment scores for 
the students that 
received the support 
and completed the 
test

Submit Scores button 
is located at the 
bottom of the page 
for the scores to be 
submitted.



Building Pre/Post Test Summary
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To verify that your data was submitted: Go to:  Reports, Educational, Assessments and select the Building Pre/Post Test Summary

Select: District, Building (the one you reported for), Enrollment Type, School Year (populates to current) and View Report



Building Pre/Post Test Summary Report
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 This report lists the students who have been served in ELA and/or in Math & their Pre/Post assessment scores
 Make sure to select the regular, current school year to verify that you have reported assessment scores
 Students with YES  for services in Math & ELA must have an assessment score reported
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Reporting Health Records



Report Missing Immunization Data
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MASS Immunization Reporting
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Use the MASS screen to report "YES" if applicable



3–Year Physical Exam Report
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Supplemental Services



Reporting Supplemental Services
New for SY 25-26

• Reports - Supplemental
• 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
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Building Supplemental Services Report
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Supplemental Services MASS
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Students Turning Three List



Students Turning Three List
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Students Turning 3 List
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Withdraw student 1 day before their birthday
 Re-enroll on their birthday

o Example:  Student turns 3 on 10/31/2025
o Withdraw on 10/30/2025 and re-enroll on 

10/31/2025
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Check for Missed Siblings Enrollments



Possible Missed Sibling Enrollment List

Helpful Tip

FIRST: Review the Possible 
Missed Sibling Enrollment List 
Report
• This report identifies 

students who are NOT 
enrolled in your district but 
have siblings that are 
currently enrolled 
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Possible Missed Sibling Enrollment List

SECOND: Identify the students/families you need to connect with

IF the student is in your district but not attending school enroll them as OS otherwise you will do the 
following:
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MASS: Missed Sibling
THREE: use the MASS tab to indicate if the student has “left the district” or “enrolled elsewhere”
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Grade/Age Distribution Summary & Reminders



Grade/Age Distribution Summary
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Grade/Age Distribution Chart
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Reminders

• Missed COEs for students that may have 
arrived in your district but may not be enrolled

• Look out for emails from MSDRS with the 
subject line:  "Transfer To" or, "Student Enrolled 
?“ Email is regarding students who may have 
moved to your district but may have not been 
picked up as eligible.  
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Multi-Factor Authentication (MFA)
Effective January 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 2026. 
MFA adds an extra layer of security by requiring users to 
verify their identity. After entering your MSIS login 
credentials, follow the prompt to enter the one-time 
verification code to complete the login process. This update 
ensures that only authorized individuals can access MSIS 
records and student information.
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Test Your Knowledge
A student received four (4) Health services, 
how many times will it appear in the 
"Supplemental Services" Report?

Put your number in the chat

Title I Part C Migrant Education Program | November RC Meeting 11/19/2025 35

Answer:  1
• The Supplemental Services Report will 

only display once due to Federal 
reporting but if you'd like a list of all 
services received, view the "Individual 
Student" screen.



ELA/Math Services Reporting
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If your district is providing ELA/Math 
services for PreK-8th grade students, what 
should you be reporting this month?

A. Report Actual Service​
B. Report Pre Assessment​ Scores
C. All

Put your answer in the chat

Test Your Knowledge

Answer: C Report Actual Services and Pre Assessment Scores



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


Questions?
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