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Withdrawing a Student from an Entity  
 
An entity has many students withdraw throughout the year.  It is very important when 
moving through the withdraw process that the fields are filled in accurately.  The data is 
used to reflect the last date the student attended the entity as a member, why they 
withdrew and possibly where they are going, and how their grades and schedules are to 
be handled.  The withdraw code used can be very important to a school’s dropout rate 
and Adequate Yearly Progress for No Child Left Behind (NCLB).  The State of 
Washington has defined a list of state-type codes and the code used will determine 
whether a student is counted as a transfer out-of-district, transfer in-district, unknown, 
dropout, or graduate.   
 
There are four categories of withdraw codes and within each category are several state-
type codes. 
1) Completer Codes: 

a) G0 – Graduated with a regular High School diploma 
b) C1 – Confirmed receipt of General Education Development (GED) 

Certificate 
c) C2 – Confirmed completion of Individualized Education Program (IEP) 

2) Confirmed Transfer Codes: 
a) Out – Confirmed transfer out of the district or moved out of the country 
b) In – Confirmed transfer out of the school to another school within district 

3) Dropout Codes: (Student Declared Intent to Dropout) 
a) D1 – Expelled or Suspended and did not return 
b) D2 – Attended 4 years or more and did not graduate 
c) D3 – Lack of academic progress or poor grades 
d) D4 – School not for me 
e) D5 – Married or needs to support family 
f) D6 – Pregnant or had baby 
g) D7 – Offered training or chose to work 
h) D8 – Chose to stay home 
i) D9 – Drugs or alcohol related 
j) D0 – Other (dropped out, but reason unknown) 

4) Unknown Status Codes: 
a) U1 – Unknown – includes long-term suspension (11 days or more) and 

expelled with no intent to drop out 
b) U2 – Enrolled in prior year, but “no show” this year 
c) U3 – Transfer reported by student (not confirmed) 
d) ZZ – Deceased 

 
More detailed information and descriptions of these codes can be found in the Core 
Student Record System Monthly Collection Data Manual from OSPI under Data Element 
43 – Student Enrollment Status. 
 
 



ESD113 
10.2007 

2 

There are several prompts to answer during the withdrawal process; however, not all 
prompts will appear each time.  Some factors determining these are the part of the school 
year you are in, such as before, during or after a grading period, information on the 
busing tab, locker information, data in the NCLB-2 tab for the student, and current year 
plus future year schedules assigned to the student.  How each prompt is answered will 
variously affect reports on the student and how the student’s records display (or not 
display) within EA Plus GradeBook.  
 
Begin on the Entry/Withdraw tab of the student to be withdrawn.   

 

 
 
Click the Withdraw button. 
 

 
 
 
The School Yr: field defaults to the current school year and the date field to the current 
date, but can be changed if necessary.  The Advanced and Retained fields answer 
whether or not the student is being advanced or retained in grade level.  The Code field is 
for the withdraw code.  The Comment field is for entering comments regarding the 
reason for the withdrawal. 
The next screen to come up after clicking OK is the Entry/Withdrawal Maintenance. 
 

Ok will save the changes 
and move to the next 
screen. 
Cancel will exit the 
screen without saving 
changes. 
History will display the 
historical E/W records. 
Defaults will allow you 
to setup default E/W 
values by entity. 



ESD113 
10.2007 

3 

 
 
If you uncheck the box to include in rank you will get the following prompt after clicking 
Ok 

 
 

 
 
Schedule Records Without Grades [Appears if a student has a current year schedule]: 
Delete – deletes the course from the student’s schedule (no grades may be entered after 
selecting this option).  This will also delete the student from a teacher’s GradeBook.  It is 
recommended not to use this once the school year has started and teachers have begun 
adding assignments in GradeBook. Teachers have the option show or not show dropped 
students in their GradeBook.  
Drop/Inactivate – drops the student from the course, but allows you to enter grades in the 
Grading module. (Recommended during school year) 
Leave as is – student will continue to be enrolled in the course.  The courses will 
continue to appear on the student’s scheduling tab.   

This screen will set the current and next year 
status to inactive.   
 
Select whether or not to continue to include the 
student on the honor roll and rank reports.   
 
If the student was a current year member or 
resident for even one day during the current 
school year then leave current year member 
checked. 

Click Yes. 

The effective date is the day after the withdrawal 
date.  The “Record person requesting schedule 
change” and requested by fields are optional and 
are for entering the name of the person who is 
creating or requesting the withdrawal. 
This student is being withdrawn during the early 
part of the second semester of a two-semester 
entity.  Grades have been given for the first 
semester classes.  The default answers are shown 
in the screen shot on the left. 
The “Schedule Records with Grades” prompt will 
only appear if grades are present. 
There are three selections for the schedule records: 
Delete, Drop/Inactivate, and Leave as is.  A 
detailed explanation is below. 
 

Drop/Inactivate  
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Schedule Records With Grades [Appears only if there are grades tied to a studentÕs 
classes]: 
Delete – deletes the course from the student’s schedule (grades previously entered will be 
lost). 
Drop/Inactivate – drops the student from the course, but allows you to enter and edit 
grades in the Grading module. 
Leave as is – student will continue to be enrolled in the course. 
 
Next Year Scheduling Options [Appears only if the student has a schedule for next year]: 
Delete – deletes the requests/courses from the student’ schedule. 
Drop/Inactivate – drops the student from the course. 
Leave as is – student will continue to be enrolled in the course.  The requests/courses will 
continue to appear on the student’ scheduling tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

If the student has locker or 
bus stop information,  the 
screen shown to the left will 
appear giving you the 
opportunity to delete that 
information if necessary.  If 
the locker hasn’t yet been 
checked, you may not want to 
delete the locker; check with 
the staff member in charge of 
lockers.   
 
Click the Close button to 
move on. 
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The Student Program Withdrawal/Enrollment 
 

 
 
Click Ok to finish the withdraw process.  If you click Cancel it will only cancel the above 
screen, not the withdrawal record.  This takes you back to the Entry/Withdrawal screen 
and the student is now withdrawn. 

 
 

This screen will appear only 
if the student has “Student 
Transportation” data on the 
Busing tab and/or data in 
one of the areas of the 
NCLB-2 tab.  You can 
move any available 
programs for the student to 
the selected side and this 
will enter an end date to 
those programs on the 
respective tabs.  . 


