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When Plans Change: Managing Mid-Term Moves

New Enrollments: Step-by-Step
1. Create Genius Profile 
2. Assign Advisor
· Verify who will be monitoring student progress and be the point of contact for that student. 
3. Enroll in Courses
· Enroll the students in courses based on their progress and needs 
4. Review Scope & Sequence
· Analyze the scope and sequence of the new courses for alignment to your building’s curriculum map. 
Note: Be sure to have reasonable expectations; students should not be expected to complete a full course in a two-week time period. 
Re-Enrollments: Step-by-Step
1. Locate Genius Profile
2. Change Status to Active 
· Verify that demographic information is accurate and up to date
3. Reinstate Prior Courses 
· If needed, reopen courses from previous enrollment
· Update the end dates
i. Make sure to notify the helpdesk & the instructor of the course
4. Enroll in new courses
· Enroll the students in courses based on their progress and needs.
· Review Scope & Sequence for brick-and-mortar alignment

Withdrawals: Step-by-Step
1. Notify relevant personnel of withdrawal 
2. Ensure family is aware of effective withdrawal date
3. Locate Genius Profile
4. Verify grades and attendance records
5. Change Status to Withdrawn 

Transfers: Step-by-Step 
Course Transfers 
1. Submit a ticket and include the following information:
· Student Name
· District Name
· Course Name
· Course Section (Local or Vendor) 
· New Course Name 
· New Course Section (Local or Vendor) 
Note: For transfers occurring outside of the grace drop window, districts will be responsible for both enrollment fees. 
Affiliation Transfers
1. Submit a ticket and include the following information: 
· Student Name
· District Name 
· Program or IU Name
· New District Name
· New Program or IU Name 
· Date of Transfer
Note: The helpdesk will open a line of communication between the original affiliation and the new affiliation to ensure all parties are aware of the transfer. 

Tips for a Smoother Transition
1. Utilize SmarterMeasure to assess online learning readiness
· Notify CAOLA if you need access or assistance with SmarterMeasure.
· SmarterMeasure does not provide a yes/no on accepting students into online learning, rather it will highlight strengths and areas for improvement so districts can effectively plan for a student’s academic success.
2. Review Scope & Sequences for alignment
· Districts can review the course scope and sequences for alignment to their brick-and-mortar classes. 
· Provide the new instructor with a list of exemptions based on this review.
· This ensures students are not experiencing redundancy or gaps in their learning. 
3. Consider Diagnostic Testing
· Most Harris Digital Learning courses have the option of a diagnostic pre-test. 
i. This test takes about 45 minutes to complete.
ii. Students can demonstrate mastery and test out of related assignments.
iii. Students do not lose access to the relevant content. 
4. Final Grade Options
· Average the in-building grade with the CAOLA grade
i. Ex: Student left building with a 76%, earns an 85% in remainder of CAOLA course = 81% 
· Take the higher of the two grades
· Take the grade with most of the work completed 
i. Ex: Student only completes two weeks of a term in building, remainder in CAOLA = take the CAOLA grade.

Communication Best Practices
1. Be Clear & Concise
· Use simple, direct language when communicating with families and students.
· Outline exactly what steps they need to take. 
2. Be Timely
· Respond promptly to questions or requests, especially during mid-term transitions.
· Timely communication reduces confusion and helps students to stay on track.
3. Be Consistent 
· Ensure that information is consistent across all channels: email, phone calls, SIS notes. 
· Consistency prevents misunderstandings and keeps staff and families informed and aligned. 
4. Be Supportive & Empathetic 
· Acknowledge that transitions are stressful for students and families. 
· Focus on solutions, next steps, and convey understanding and patience. 
5. Document 
· Keep records of all communications in the SIS or another format. 
· Documentation ensures transparency, compliance and helps if questions arise later. 
6. Provide Resources
· Give families and students helpful tools, guides, and contact information. 
· Resources make transitions smoother and empower families to take next steps confidently. 
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