
Withdrawing a Student from SMS


When a student withdraws from school, the following steps must be completed in SMS.  Marks must be entered before the student is withdrawn.

A.  Enter Marks to Date of Withdrawal

1.  Elementary Schools

Enter marks for the current quarter.  Marks must be entered if the student has been enrolled for 20 days or more during the quarter.  Marks may be entered if the student has been enrolled for less than 20 days.  This is up to the individual teacher.

2.   Middle Schools and High Schools

Enter marks for all subjects according to the guidelines listed below.  If the student has completed the work for the grading period, use regular marks.  This is most common when the student accelerates and completes the work for a course after the deadline for acceleration.  It is possible for a student to accelerate in come courses, and not in others.

If the student does not complete the work for the grading period, use withdrawal marks.  This is the regular letter grade, followed by the letter “W”.  For example, A would be entered as AW.  Do not use + or – symbols with withdrawal grades.

a.  Student Withdraws During 1st or 3rd Quarter
Enter withdrawal mark as the first, or third, quarter mark and as the semester mark in the in quarter 2 for the first semester and in quarter 4 for the second semester.

b.  Student Withdraws During 2nd or 4th Quarter
The teacher should assign a withdrawal grade for the quarter, and a withdrawal grade for the semester to date.  These marks are not necessarily the same.  The appropriate withdrawal marks should be entered as the course marks and semester marks for the quarter and semester.

If the student accelerates, use the regular marks instead of withdrawal marks.

B.  Obtain Forwarding Address and Enter in SMS

Schools will use this information to forward student records.  Enter the sponsor name and forwarding address in Contact 4.  Place the address in the Home Address fields.  The city should go on Line 2.  The City field must be left as N/A.

Secondary schools must also enter the “Fourth Contact” information for the DoDEA high school follow-up study in SMS.  Add or edit the fourth contact as follows:


Last Name: Last name of contact – usually the sponsor


First Name: First name of contact


Middle Name:  HSStudy
Enter the new home and/or work numbers under Phone Numbers or Additional Communication Numbers.  If using the Additional Communication Numbers option, be sure to set the Communication Type fields.
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Enter new home and/or work email addresses in the section labeled Employment Address.  Each address line will hold 37 characters.  If the entire email address will not fit on line 1, continue on line 2 and enter just one email address.

When finished, be sure to click Save.
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C.  Withdraw Student From SMS

Be sure to enter marks before withdrawing the student.

Open the student, and click on Enrollment.  Click Add.  Change the Home School to N/A.  The date should be the student’s last day in school.  Do not withdraw the student until he actually leaves.

The Status Code should give as much information as possible about the student’s next school – i.e., To DoDDS, DDESS, Non-DoDDS, Home Schooling, etc.  Do not use Withdrew at Parent’s Request unless the student is dropping out of school completely.  

The School of Enrollment remains as your school.  Do not change it.
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Do not delete or change the student schedule.  Although you may not be able to see it, the information will still be available, if needed.

D.  Print Student Report Card and/or Transcript

1.  Elementary Schools

Print the student report card, and have the homeroom teacher and counselor verify that it is correct.  The final report card should be forwarded to the sponsor, within one week, at the forwarding address given upon withdrawal.

2.  Secondary Schools

Print the student report card and transcript.  Have the counselor verify that they are accurate and include marks to date of withdrawal.  They should be forwarded to the sponsor, within one week, at the forwarding address given upon withdrawal.

The official transcript must be kept at the school for 4 years.  Once it has been verified by the counselor, and signed by the principal, it should be placed in a file that contains transcripts for all students who have left during the year.  At the end of the year, transcripts for the remaining student will be added to this file.  Copies of the official transcript should be provided to parents and to other schools requesting transcripts.

E.  Unofficial Records

A student may be given unofficial records upon withdrawal, but these must be clearly marked as “Unofficial”.  The official records must be checked and verified before they can be sent to parents.
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