DGSR Preparation Checklist
Reports can be run by building or by district. Running by building can focus on specific students, be shared with building staff for verification. Running by district provides a big picture look at where these things are for the year.

1. EXIT students and submit in KIDS (end of school year/beginning of school year).
a. Graduates.
· Building ##
· Building ##
· Building ##
· Building ##
· Building ##
· …
b. Students leaving grade school for middle school. Do not exit students retained.
· Building ##
· Building ##
· Building ##
· Building ##
· …
c. Students leaving middle school for high school. Do not exit students retained.
· Building ##
· Building ##
· Building ##
· Building ##
· …
d. Students leaving a building to go to a different building in the district.
e. Students leaving the district (another district in Kansas or the state or the country or this plane of existence).
· Students who passed away 
· Students who were exchange students
· Students who are moving to homeschooling or private unaccredited schools
· Students who are transferring to a virtual school—find out if it is a Kansas virtual school or something you need to research for the right exit number.
f. Students who do not return after the previous school year with no indication of where they went.
2. Claim all current students on an ASGT in KIDS 
a. beginning of school year
b. after students have started classes and can be confirmed as attending.
c. Include any student you are accountable for but may not attend in your school (you send them to another school/district for services)
3. Run Unresolved Exits report to identify students who were not exited and were not reclaimed.
a. Run by building or by district
b. Determine if students need to be exited or claimed.
4. Run Graduates report in KIDS. Review for accuracy.
a. Are you missing any graduates?
b. Did you submit students who didn’t graduate or transitioned into transitional programs?
5. Run EXIT Status for the previous school year in KIDS.
a. Students exiting with 5, 6, 11, 12, and 13 will count as non-graduates
b. Are these statuses correct?
6. Run Dropouts report in KIDS. 
a. Only students submitted as 14, 16, 17, 19, or 20 will appear on this list. 
b. Students who did not graduate and are retained or transferred to another school will register as non-graduate students.
7. Pull enrollment data, start ENRL reporting process.
a. Verify the students on the ENRL data pull were in the building/present for class on Sept 20. Submit on ENRL.
· Building ##
· Building ##
· Building ##
· …
b. Ask for list of students who were in the building/present for class before Sept 20 but absent on the day.
· Building ##
· Building ##
· Building ##
· …
c. On Oct 4—ask for an update. Were the students in b present any day after Sept 20?  Submit on ENRL for any who were.
· Building ##
· Building ##
· Building ##
· …
8. Submit EXIT records for any student exiting before Oct 1 prior to closing/signing off on DGSR.
a. Run Exit Status report for current school year.
