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Discharge Procedures for DOE Charter Schools

In an effort to streamline and provide a proactive approach for special discharge issues, please see the following policy for your review. Generally, the school should verify the reason for all discharges. This can be obtained by information gathered from other schools, parent/guardian interviews, a review of pertinent records, or authorization from the district.
Please note that Charter Schools fall into the position of being an independent LEA, therefore it is the sole responsibility of the Charter School to ensure that the requirements, due diligence, investigations and follow-up are conducted at the school level.  At any time the Authorizer and/or DOE Charter School Office reserves the right to request, review and audit on-site documentation related to any discharge, transfer or graduation record.
Any data entry pertaining to a students’ Enrollment status in a Charter School, should be maintained & updated on regular basis in ATS. This includes making any changes in the areas of Transfer, Discharge & Graduation Coding.  In this, it is the responsibility of Pupil Accounting Personnel or assigned enrollment designee to keep this information updated for accuracy purposes.  

Graduating Students

Students who graduate from the school, school should enter one of the following codes into the system immediately upon graduation: 22, 23, 25, 26, 27, 28, 29, 30, 46, 47, 60, 61& 62. These codes require that you have information on the specific diploma granted to the student.
Transfer Students

· Within the NYCDOE
Students who transfer from the Charter school to another other school/program within the NYCDOE, the must be enrolled into the receiving schools ATS system.  Once the students’ information is in the system, the sending school will see the transfer student in the ATS system as a “pending Discharge”. The sending school must confirm that the student is indeed at the location of the receiving school. Once this is done, the sending school can update the system and finalize the transfer (00, 38, 43, 48, 70, 06, 08, 10, 11, 20, 45).
· Outside of the NYCDOE

When transferring outside of the DOE system, the sending Charter school should attempt to get as much info as possible and use code 10 or 11 in ATS.  It is recommended that an exit interview be conducted to ascertain the information needed for accurately updating the enrolment status of the student.  In the event this information cannot be ascertained, the school may refer to discharge the student under Code 12  See below).

Discharge Students

The school will, upon receipt and verification of pertinent & necessary documentation, enter the appropriate status code into the BIO screen of the student in question.  In the case of the following codes: 02, 34, 35, 36, 37, 38, 39, 41, 43 & 70 - Planning interviews should take place 
to ensure that the proper guidance & information are provided to the student & parents prior to exiting the school.  This will ensure an accurate assessment of the students’ progress towards graduation; determine the reason for the students’ absence or desire to leave school; and explore the actions the school can take to facilitate the student’s continued progress.  Please refer to the DOE’s Planning Interview Procedures for guidance on implementing a similar process.
In the case of the Code 12 (address unknown), it is imperative that the school initiate a thorough and complete investigation on attempting to locate the destination or whereabouts of the student.  

The due diligence process should include the following outreach: 

· Attempts to contact the student and guardian via telephone

· Sending a registered letter to the last known address of the student

· Performing a home visit to the last known address of the student

· Referral to DOE Charter Office/DOE District Attendance Teacher

The school should document this due diligence, keep all information on file at the school and make available to the Authorizer and/or DOE Charter Office personnel upon request.  Once investigation has been performed and documented, the school may enter the code into ATS and request final approval from the Charter Office in writing.
For Code 39 (discharge after 20 days consecutive absence) the following procedure should be implemented:

· An investigation conducted by a school official or attendance teacher, including an interview with the parent and child, has confirmed the safety and wellbeing of the child. During the course of the interview every effort has been made to encourage the child’s continued education. 

· The parent is informed in writing that the child will be discharged because of the failure to attend school.

· A registered letter (in the parent’s home language) informing the parent of the discharge has been sent to the home
Documenting on ATS – ILOG screen
A new function is now available on ATS that allows school staff and attendance teachers to enter into ATS all outreach efforts that have been provided to students. The purpose of this new function is to provide greater coordination of interventions provided to students by allowing for a universal recording process among school staff who have interfaced with the student and or parent. The new ILOG screen will enable student interventions such as telephone calls, mailings, home visits and counseling to be entered and documented in ATS. 

For further questions and inquires on specific cases and situations, please contact the Charter School Office.
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