End-of-Year Procedures (based on District Closeout Bulletin)
Grades—Report Cards—Transcripts
1. Post grades 

2. Determine failures and enter SBLC Code on student master


SBLC Codes List
F—retained—student not promoted





T—retained—failed to pass Exit Exam (Seniors)





X—retained—decision by SBLC





B—retained—parental request





V—retained—attendance violation





L—retained—failure of LEAP Grade 4





E—retained—failure of LEAP Grade 8





D—retained—insufficient Carnegie units (Seniors)





N—retained—failed both academic and LEAP


NOTE: attendance violation requires an asterisk to be entered by the numeric



grade in the posting grades program. This will result in an “F” to be



generated for the final average.

3. Print list of failures by grade and verify

from main screen select Stu Overview

run program number 54


enter setup values—you can run this one grade at a time and have each grade



verify accuracy


show retained only


order by alpha if running for one grade 


order by grade if running for multiple grades—all students will be listed on


one report


as of date should be current date


make corrections and run program again

4. Send the following lists to Mary Null—item 11 on closing bulletin

Use step 3 above to get these lists. Run once for each grade printing a failure list 

and a promotion list.


a. Kindergarten students promoting to first grade—provide counts by race


b. Kindergarten students being retained—provide counts by race


c. List of kindergarten and pre-kindergarten students with addresses—use no. 11 

on the student overview program list.
5. Print report cards—“retained” and “promoted” should print on the report card; verify that “promoted” prints, contact Debbie if “promoted” does not print. Accuracy of this is VERY important.
6. Print transcripts—Item 6 on the School Closing Bulletin

starting from main screen select transcript for the appropriate grade range


Elementary Transcripts—Select Transcript 1-8 Dashboard 


Run program 02



Select district, school and year



Trp year span is 9091 to 0506 (this should print all historical grades for 

all students)


List active students only



Trp Order: Year


Incld Cr Yr Grds: Yes



Reports—do not check either of the two available reports



Year span at the bottom refers to the reports; since we’re not printing any




of the reports, do not worry about this year span



Click OK


On the next screen, check Homeroom, to print transcripts in 

homeroom order



Click the Print button—I’m not sure how long this will take



File the transcript in the student’s cumulative folder, attaching it to 

the cum card that has cum labels from previous years.



Remove last year’s transcript (with some exceptions)


High School—grades 9-12



Print transcripts for all high school students as you have normally




done for seniors. File the transcripts in the cum folder, 




attaching it to the cum card that has the cum labels from




previous years.

7.  Print list of students identified as 504—(School Closing Bulletin—Item 18B) use MFP count program—send list to Mrs. Wall

a. After MFP count grid is displayed, select special codes button on the 



bottom of the screen


b. Click on the AD2 cell for a list—click print button



Note—if you click the GD column label, the list will be reordered



in grade order instead of alpha order

Recommended Explusion—Pending Hearings Report

ALL pending hearings must be handled by the end of the school year.

1. Open discipline program

2. If no warning that there are pending hearings, then one of two things is true


a. all hearing results have been handled


b. JPAMS update is VERY old; version should be at least v04.03.06 va

If the version is current, and no red warning box appears, then there are no


pending hearings to be handled.

3. To generate a “Pending Hearings Report” 


Click on the “audits” button in the stack of buttons on the first discipline screen


Select “discipline history analysis”


Select “pending hearings” and click “OK”


Pass any report on to the discipline officer at your school. Please verify that 


any pending hearings have been removed by Friday, June 2.

NOTE: Be sure that any student that is sent home for the last few days of school has the discipline record entered with acceptable dates. Dates at this time, while appearing to be acceptable, can cause problems. No start or end dates should be after the last official day students attend school (May 25).

Remember, the start and end dates can not be the same date. Therefore, if you

suspend a student for the last day of school, it would be easier to omit entering 

this discipline record.
