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

September Monthly 
Records Clerk Meeting



Agenda / Concepts
Completing 24-25 School Year
Ensure all regular school year and summer program reporting is complete 

Process Enrollments for 25-26 School Year
Begin processing enrollments for the new school year

Looking forward to the 25-26 School Year 
Activity Guide
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Completing the 24-25 School Year

• Process all enrollments before 
September 15th 

• Process all withdrawals 
• Enter all Supplemental Services provided 

throughout the school year
• Report Pre/Post assessments (if this 

applies to your district)
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Did your district have a summer program?

Yes: Submit Summer Data 
Monitoring by September 15th. 

No: No need to submit Data 
Monitoring, however, check for 
summer QADs and process 
pending enrollments 
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Reporting to complete this month
• Finish all reporting for 24-25 Regular School Year 

and Summer Program
• Enrollments
• Withdrawals/Attendance
• Supplemental Services
• Pre/Post Assessments if applicable 

• Update your school district directory/buildings
• Enroll Students in the 25-26 School year
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Check Pending Enrollment Screen
Check your Pending Enrollment list for enrollments that should have been 
processed during the 24-25 school year or over the summer 

Title I Part C Migrant Education | September RC Meeting 9/17/2025 6



Check Pending Enrollment Screen
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Check Pending Enrollment Screen-
When to enroll students on pending enrollment list:

If the student is in now attending one of the school district buildings- enroll this student on the 
first day of classes by using a building code and appropriate grade

If the student is not attending school enroll this student as OS on their QAD.

NOTE: Only enroll OS students if they have a summer QAD and they are not attending school. Do not enroll out of 
school students from last year until you have confirmed they are still residing in your district.
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Enrollment 
Reminders

Enrollments must always occur on 
or after the QAD date

• Mario MSDR has a 
6/03/2025 QAD.

• He is eligible for three years 
from the QAD Date: if he 
doesn’t make any moves his 
eligibility will end on 6/02/2028

• Since Mario has an eligible 
QAD, I can enroll him on the 
first day of classes (8/28/2024)
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Enrollment 
Reminder

What if Mario 
has a 
9/18/2025 
QAD?

When should 
Mario be 
enrolled?

9/18/2025
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MASS Enrollments
Select the Previous School Year (2024-2025)

Select a Previous Grade

Select the Previous Building (this will be the building students were enrolled in during the 24-25 SY)

Select the New Building you are enrolling students in

Enter the Enrollment Date (First day of classes)
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Using the MASS tab to Enroll
Reminder: Verify students are in the district before processing an enrollment. Do not enroll EOE 
students
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Presenter Notes
Presentation Notes
MSDRS will receive data from CEDARS regarding the students who graduated in 2025. These students will be marked/terminated through MSIS and updated.  You don’t have to do anything in the system.
 
For the students who have left your district, just leave them and don't worry about enrolling them since they no longer live or attend your district.
 
For eligible younger siblings not yet enrolled in a school building, please have the Recruiter follow up with families to confirm they are still living in your district.  Once they are confirmed, you can enroll them as OS for this new school year. 




Using MASS tab to Enroll
When students are transitioning from one building to another (8th grade moving to a high school)
• Select the building those students were previously in
• Select the grade that transitions (it is best to work with that specific grade)
• Select the new building they are in 
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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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Contact Management
Validate Staff Members
Check “active” or “inactive” next to the staff name
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District Management
District 2025- 2026 School Year Information
Update start and end dates for the school year including Winter and Spring breaks
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Building Management
 If the building is not active for the 2025-2026 school year select NO box. 
 If it is active, leave as is
 Click on the Admin Building Confirmation button to confirm your buildings for the new school year
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25-26 
Activity 
Guide

Now 
Available!
RCRTGUIDE.docx
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fs3-us-west-2.amazonaws.com%2Fmsdr-msis-data%2Fcache%2Ffile%2FRCRTGUIDE.docx&wdOrigin=BROWSELINK


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


Questions?
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        564-233-5217

mailto:maria.guzman@k12.wa.us?subject=Main%20contact
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