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STATE AND FEDERAL REGULATIONS

 FERPA (Family Educational Rights and Privacy Act) 

 Is a federal law that was enacted in 1974. FERPA protects the privacy 

of student education records. All educational institutions that receive 

federal funding must comply with FERPA.

 COPPA (Children’s Online Privacy Protection Act)

 Is a law created to protect the privacy of children under 13. The Act 

was passed by the U.S. Congress in 1998 and took effect in April 2000. 

COPPA is managed by the Federal Trade Commission (FTC).

 PA 16-189 (A Connecticut act concerning student data privacy.)

 (Effective October 1, 2016)

 Internet Policy – (District Policy)



WHAT IS PSIS?

 The Connecticut State Department of Education 

(CSDE) uses the Public School Information System 

(PSIS), to collect data regarding student enrollment 

throughout the state of Connecticut. These data are 
used for federal and state grants; PSIS data also 

connect to other CSDE data collection systems and is 

used for public reporting and analysis as well. 

 PSIS is a mirror of our Student Information System 

(PowerSchool)



REGISTER VS 

ROSTER

State Language:

For the students who register (i.e. during the summer) 

and NEVER show up in your schools (i.e. no face time), 

you should still be making a good faith effort to learn the 

student’s status, prior to taking them off of your rosters. 

A letter, sending someone to the house, some form of 
notification.

 Register is when a child is actively enrolled in 
your school.

 Roster is when an active student is enrolled in a 

classroom.



Due Process**

 To remove a student from PowerSchool, you must first fully complete the Due 
Process procedure.

 Phone: 

 A minimum of three attempts must be made by phone to contact the family. All documented 
phone numbers from PowerSchool must be used, for example, home phone, cell phone, 
emergency and/or health record phone numbers.

 A log of these phone attempts must be kept in the Due Process section of PowerSchool.

 Letter:

 A certified letter must be mailed home and a copy of the proof of delivery must be uploaded in 
the due process section of PowerSchool.

 Visit:

 A referral for visit must be made and documented. This can be referred to/completed by DCF, 
authorized Board of Education personnel or law enforcement.

 This referral and subsequent visit must be logged in PowerSchool.

**As you are completing the Due Process, Students MUST be enrolled in classes and attendance 
is to be taken. Success Academy and No Show classes are not to be used.**



Due Process (continued):



Due Process (continued):



Due Process (continued):



The Use of Exit Code 21



What 

paperwork is 

required to 

exit a student?

 A signed withdrawal form

 A request for records from the 

receiving (requesting) school

 Written notification i.e. email from 

the parent or guardian

 A concurrent registration from the 

CSDE



Exiting Rule: 

In District 

Transfer “01”

 When exiting a student, do not point the child to a 

school unless you receive a phone call or email 

stating that the child is physically at the requesting 

school to enroll.

 This will eliminate any gaps in enrollment, which are 

prohibited by State Law



ATTENDANCE



State Policy



WIPING OUT 

ATTENDANCE

 There are cases where you will not be able to exit a 

child based on his/her attendance records i.e. (they 

have attendance with another school on that day you 

are trying to enroll them.)

 The removal of attendance records other than the 

above is forbidden!!!

** Data Management now has a way to check if a 

student's attendance is being wiped out due to 
backdating. **



EXTENDED FAMILY VACATIONS/TRAVEL



EXTENDED FAMILY VACATIONS/TRAVEL Part 2



Job Corps

How do we handle the Job Corps students?

If a 17 year old student is exiting your school to 

attend Job Corp, they can be exited as follows:

Exit Code “23”- If the student will be receiving 

a GED while at Job Corp.

Exit Code “25”- If the student will NOT be 

obtaining a GED. 

Proof of enrollment in Job Corps must be 

uploaded to PowerSchool



Enrollment vs 

Health

 Enrollment vs Physically Attending School

 When a new child comes to enroll in your 
school and has all of the necessary 
documents but the health immunizations 
and records, you must enroll that child 
into your school.

 The child cannot physically start until the 
health records are present and the nurse 
has cleared the child to physically start 
attending the school. 

 Enrollment in the school is different than 
physically attending.

 By state law, the school must absorb the 
absences until the child is cleared by the 
nurse.

 It is imperative that the nurse is involved 
and gets all of the pertinent information 
regarding the child.



Common Errors

 Backdating

 Enrollment Gaps

 Reverse Enrollments

 Overlapping Enrollments

 Using Exit Code “01” incorrectly

 Misused Exit Code 

 Missing Exit Comments 

 Incorrect/missing Due Process Procedure

 Missing Parent Info/ Emergency Contact Info 

 Missing Gender, Race and Ethnicity, Resident Town Codes  
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