
October Monthly 
Records Clerk Meeting

OSPI Title I, Part C Migrant Education Program
Sylvia Reyna, Maria Guzman, Ceair St. Onge, Elizabeth Ramos
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Agenda / Concepts
Verify School District Dates and Staffing and RC 
Resources & Activities
Ensure all staff, building, and calendar information is up to date  

District Grants
What services will your school district be offering?

Enrollments and Graduation
What services will your school district be offering?

Supplemental Services & Missed Siblings
Reporting all supplemental services and ensuring all siblings are enrolled  

Tips and Reminders
Pop quiz, data change requests, record confidentiality, and EOE reminders
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Records Clerk Monthly Meetings
Virtual via Zoom | Held on Wednesdays from 10-11 am

Month Date Registration Link

September September 17th https://us02web.zoom.us/meeting/register/LZL1glYPQByiW__M25-WIA 

October October 15th https://us02web.zoom.us/meeting/register/1Y7W45rCT9yQX82KNNQ4JA 

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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School District Directory
New for SY 25-26

• School district dates and 
migrant staff are verified on 
MSDRS website by FPD 
and/or RC & updated by 
district staff throughout the 
year.

• Account  Page/ Admin
• District Directory
• Please send any updates 

to:  msdr@msdr.org
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Presenter Notes
Presentation Notes
You can find your school district directory on the MSDR website.  Please review your districts dates and  listing to make sure we have the correct people listed and verified as staff and the correct dates for breaks and  the 2025-2026 term.



MSIS Admin Reporting Screens Updates

1) Contact Management 
a) Validate Staff Members

2) District Management—2025-2026 
Start and End dates 

a) School Year 
b) Winter Break
c) Spring Break

3) Building Management
a) Indicate the buildings that are 

“inactive” 
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Presenter Notes
Presentation Notes
If there are changes that need to be made under the directory,  you will need to go under the Admin Reporting Screen in MSIS and update any or all of the three of  the categories listed – contact management – to validate staff memebers, 
district management – to verify the 2025-2026 school year start and end dates, winter break and spring break, 
And building management – to indicate any buildings that are "inactive"



Training Information 

• Review the training materials at MSDRS
• Contact Maria Guzman for technical assistance or trouble 

shooting at maria.guzman@k12.wa.us
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MSDRS Resources
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October Monthly Activities

Activities you should 
complete this month 
to stay on track with 
your reporting
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Reviewing District Grant
• Review the Program Planning Section of your district grant
• What Supplemental Services did your district apply for?
• Is your district providing Academic Services? If so, which ones?

 If ELA and/or Math are on your grant: PRE and POST assessments for students in 
PreK-8th grade are required

• Is your district providing Non-Academic Services?
• The reporting in MSIS should reflect the services that are listed on 

the grant application
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Review District Grant

Title I Part C Migrant Education Program | October RC Meeting | 10/15/2025 | 11



Does Your District Plan to Provide 
Academic Services?

Make sure you are reporting 
PRE and POST assessments 
for the students receiving 
those services
• We report Pre/Post 

assessments for students in 
Pre-k thru 8th grade

• Make sure you are 
selecting REGULAR PRE 
from the Test Type/Name 
drop down 
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Enrollments for the 25-26 SY
Have you processed your enrollments for the 25-26 SY?

• If you haven’t already 
done so, please make 
sure to enroll student in 
the 25-26 school year

• Check your COE Enroll 
tab frequently for 
pending enrollments 
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School of Graduation

• Select the high 
school building 
students are 
currently 
attending

• Select School 
Year  

• Select a grade 
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Graduation Requirements
• These are the classes your high school 

students need to graduate
• Talk to your counselors to get this list
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Supplemental Services 
• What services are your 

students receiving?
• Report these in MSIS by using 

the MASS tab
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Presenter Notes
Presentation Notes
This section is about updating and listing the supplemental services that are being offered through your Title I Part C grant.  You'll find this information under the Mass Tab at the top, then select the Supplemental tab on the lower left.  You'll need to enter in the information for your school district and what building you are verifying for this school year.
Once you hit submit, you'll be shown the students in that building that are receiving supplemental service.  If you go over here and select Show all services, the screen will take you to the itemized services and what each student is receiving or what needs to be added. 



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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Presenter Notes
Presentation Notes
Another activity for this month is to ensure all siblings are included in the program. You'll want to start by reviewing the Possible Missed Sibling Enrollment List report.  This report will show you a list of students who are not enrolled in your district – but have siblings that are currently enrolled.



Possible Missed Sibling Report

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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Missed Sibling
THREE: use the MASS tab to indicate if the student has “left the district” or “enrolled elsewhere”
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Withdraw EOE Students
1.  Review your Termination Report
2. Withdraw Student a day before their QAD 
For example: if a student has a 10/15/2021 QAD the student is withdrawn on 10/14/2024
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Test Your Knowledge
Why would this student get flagged in MSIS?

Grade Enroll Date Withdraw Date Term Date Description QAD EOE Actual EOE

12 8/28/2024 6/16/2025 6/6/2025 Graduated 7/20/2022 7/19/2025 6/6/2025

• Program eligibility ends when the student graduates.
• Records Clerk would need to correct the students' Withdraw Date to the date 

they graduated – 6/6/2025
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When to Submit a Data Change Request

•  Delete an enrollment
•  Change an enrollment date (if it's more than 20 days)
•  Delete an enrollment mid school year
•  Remove a student from a COE
•  Changes to eligibility data
•  Void a COE
•  Change a birthdate (birth verification)
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Keeping Records Confidential
• FERPA requirements for unidentifiable information shared 

outside a secured system
• Only reference the student's MSIS or SSID when discussing 

data within the MSIS system through email or chat tools.
• If sharing a file, remove any personal identifiable information 

such as first and last name and only keep their student ID #.
• May also password protect the file before sending to the 

designated recipient and send the password in a separate 
email.

• Save to an internal shared folders that requires a password to 
access.
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Activity Guide Available!

Find it on the MSDRS website!
RC/RT Monthly Activity Guide SY 24-25

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
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Questions?
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