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Entering, and Updating

This storyboard provides instructions for recording education information for a child in
TFACTS.
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Education Information - Viewing, Entering and Updating

Education information is documented by navigating to the Person Home Page, click Person link
click Education link, then click Basic tab. Education updates are made at any time the child’s school
situation changes, i.e., the child changes grades, changes schools, graduates, etc., so that current
information is maintained. The process for adding a school differs based on the school's Category
type. Each process is demonstrated on the following pages.

Navigating to Education Link

« From the Person Home Page, click Person
Person Home Page

DOB/Age: 03/22/2015 (6 Yrs)
Address:

Contact:

Current Location: 940 O TONE, TN 37681
(Taylo on) (DCS Foster Care))

* Click Education link

Demographics

Background Safety Hazard

Gends MALE bos: 03/22/2015
SSN *HK_XX_3666 Age 6 Yrs

Na
erson Links
Financial Legal History Military History
Healtl

Person Characteristics AFCARS Summary, Merge History

* The School Profile screen displays.
+ The School History section displays any previous school information entered.
+ Click select to update, end, or view additional details of a school entry
Note: School records cannot overlap, so a current School record must be ended prior to
adding a new school record.
o Required fields for ending a school:
= End Date
= End Grade
= Reason for Withdrawal/Transfer (Graduated, Promoted, etc.)
« Click Add School to enter a new school

l School Profile I Performance Special Education

Barrett, Weston Grey Gender MALE
117396973 ssN ok _x%_3666

DOB: 03/22/2015
Age: 6 Yrs

School History

School Name [ Categoy |  CountyName | _ StariDate | BeginmingGrade |  EndDate | EndingGrade |

Add School

Forms
| Education Passport
Principal Notification Letter

TFACTS » 05/2023



TFACTS Storyboard * Education Information - Viewing, Entering, and Updating

Add School

The School Information screen displays.

NOTE: New school information cannot be added until the latest record is end dated.
« Select Category from the dropdown list.

r School Information

Category: *

School Name:

County

Address:

State:

School Contact:

Beginning Grade: *

Start Date: *

Educational Passport Provided:

Enroliment Letter Provided:

Reason for With: [Transfer:®

Comments:

oot i .- J S|
(oo sovefconce]

Principal Notification Letter Provided:

v

GED/HISET Program
Post Secondary Program - Private
Post Secondary Program - Public

Divat

Home School

Youth Development Center

Private DCS Provider School

Out of State:

City

Zip Code:

Phone: Ext.:

Ending Grade:
End Date: H
Provided To.

Provided To

Provided To

Pr

Pr

Pr

chool Phone:

ovided Date ]|
ovided Date: =
ovided Date: 1]

+ For the following School Categories, the Search School button will be displayed.

School Information

Category: *

School Name:

GED/HISET Program

Public
Private

Private DCS Provider School

City:
Zip Code

Out of State:

C e[

* The School Search Criteria window displays. Perform the search by adding criteria to one
or more of the following search fields; if the school's full name is unknown, try searching by
the first word, or even first few letters, of the name or by the County where the school is

located.

School System Number

County
School District
School Name
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Click Search.

Education > School Information

School Search Criteria

School System Number:
School District:

School Name:

County:

lSearch I Clear Form

School Search Results

The School Search Results will return all possible results based on the criteria entered.

* Review the information in each column of search results to ensure the correct school has

been returned, and the Active column displays Yes.

* Click the choose link to select the correct school.

NOTE: Please contact the regional FCCR if the search does not return the correct school. If the
school is known to be a new one, send the following information to the FCCR, who will submit it to
be added to TFACTS: *School System, *School Name, *School Address, *School City, State, Zip,
*School Phone Number.

School Search Criteria

School System Number:

School District

School Name: | ba

Search | Clear Form

School Search Results

County: | Davidson

School Sys # | School District County School Name Address Active
choose 00190 Mid Cumbe nd C Regional Office Davidson Bailey Middle School 2000 GREENWOOD NASHVILLE, TN 37206 No
choose 00190 Mid Cumberland Core Regional Office Davidson Bailey Middle School 2000 gre2000 Greenwood Nashville, TN 37206 No
choose | 00190 Mid Cumb ore Regional Office Davidson Bailey Special Educa 2000 GREENWOOD NASHVILLE, TN 37206 No

00190 Mid Cumberland Core Regional Office Davidson Bailey Stem Magnet Middle School 2000 GREENWOOD NASHVILLE, TN 37206 Ye I
choose 00190 Mid Cumberland Core Regional Office Davidson Bass W A Middle Scho 5200 DELAWARE NASHVILLE, TN 37209 Yes
choose 00190 Mid Cumberland Core Regional Office Davidson Baxter Alternative Learning Center 3230 BRICK CHURCH NASHVILLE, TN 37207 Yes
choose | 00190 Mid Cumberland Core Regional Office Davidson Inglewood Baptist Kindergarten 3901 GALLATIN NASHVILLE, TN 37216 Yes
choose 00190 Mid Cumberland Core Regional Office Davidson ) Baxter Alternative School 3515 Gallatin Road Nashville, TN 37216 Yes
choose 00190 Mid Cumberland Core Regional Office Davidson Jere Baxter Middle 350 HART NASHVILLE, TN 37216 Yes
choose 00190 Mid Cumberland Core Regional Office Davidson Metropolitan Baptist School 730 NEELYS BEND MADISON, TN 37115 No

* Forthe

fields.

+ Post Secondary Program - Private
+ Post Secondary Program - Public

« Home School

School Information

Category: *

Home School

Alabama

——

C—— e[

following School Categories, the School Name and Address fields will be free text

Regardless of School Category type, the School Information screen below is the same for both.

+ Complete the following fields:
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Beginning Grade
Start Date

» Add other information if applicable and/or known:

School Contact

Phone and Extension

Educational Passport Provided, Provided
To, and Provided Date

Enrollment Letter Provided, Provided To,
and Provided Date

Principal Notification Letter Provided,
Provided To, and Provided Date

Reason for Withdrawal/Transfer (used only
when ending a school)

Comments- Not required

Click Save

» The School Profile screen is returned with the newly added school listed in the School
History section

School Profile

Performance Special Education

hild1g Gende: FEMALE DOB: 06/13/2001
SSN: Age: 16 Yrs

uuuuuu

Ending a School Entry

Regardless of School Category, the steps to end a school are the same.

The following choices to end a school entry are located under the Reasons for

Withdrawal/Transfer field:
Death

Dropped Out
Earned GED

Enter GED Program

3

3

TFACTS » 05/2023



TFACTS Storyboard * Education Information - Viewing, Entering, and Updating

« Enter Home School
» Entering Post-Secondary Program

» Expelled
* Graduated
«  Other

»  Promoted (used when youth changes to the next grade)
» Released from Custody
» Transferred to Another School
« Zero Tolerance
Navigate to the School Profile screen as described on page 2.

+ Click the select link next to the school entry that is being ended.

FEMALE

« Enter the following fields:

o End Date

o End Reason

o Reason for Withdrawal/Transfer
o Click Save

Test, Child16 Gender FEMALE

city Nashville

06/13/2001
16 Yrs

Performance

Click Performance tab for option to:

e C(Click Add Review- to add an Academic Review (Parts 1 and 2)

e Click Add Suspension/Expulsion-to document the suspension or expulsion history of the youth
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[Cperformance ]

rPerson Header

Name: Gender: FEMALE ROR: 01/30/2007
Person ID: SSN: FHE_KK_8132 Age: 16 Yrs

rAcademic i History

[ Reviewbate [ Gradeleve [ 504 [ Reviewer |
Add Review

rSuspension/Expulsion History

Start Date End Date [ |

Add Suspension/Expulsion

Close

Special Education: Adding IEP/ IFSP

If a youth has an Individualized Education Plan (IEP) OR an Individualized Family Service Plan (IFSP) follow
these steps to enter.
« Click Special Education tab

Special Education

School Profile

Gender MALE 008! 01/01/2005
ssh. 4301 Aga: 17 ¥rs

e Sullivan 1141142019 0 01/22/2020 a8

Bublic Sulbvan ovL/23/2020 8 08/23/2020 L] dslsly
s o8/33/2020
Education Passoort
Principal Notification r
« Click Add IEP
Psycho / Educational Assessement History
Date Asse st Completed Cosmpletod By

Individualized Education Plan (IEP) History +
Filoctive Date Fxpiration Date fehool Addorvdarm Fxi

Individualized Family Service Plan (IFSP) History +
[ Lxpiration Date TLLS District Office

The Special Education Eligibility and IEP Information screen displays.
Special Education Eligibility
« Enter Eligibility Report Date, Eligible Yes or No, choose applicable Education Disability,
click Add to move option chosen, check-mark Parent Refused Service (if applicable)
IEP Information:
* Click Search School, enter School Search Criteria, click Search
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Click choose link by appropriate school (School and County fields auto-populate based on

school chosen)
Enter IEP Development Date
Click Save, returns to Special Education tab

Spesial Education. Eligibility

Eligibility Report Date: 14 Eligible: O Yes O no
Educational Disability Autism =
Dest Rilndness | naa> |
Deafness lemove
o o -
Parent Refused Service: [m]
[IEP Information |
IER.Development Date:™ 1@ 1. Expiration Date:
ntervention Pran: [m]
4
| Addendum Date School
m
« Click Add IFSP
Scheol Profile Performance Special Education |
Person Header
Nama: Gand MALE DOB: 01/01/2005
Farson 0: i mmmwE.4301 Aga: 17 ¥rs
Psycho / Educational Assessement History
Date Assessment Completed Completed By
Individualized Fducation Plan (TEP) History +
Effective Date Expiration Date School Addendum Exisd
Individualized Family Service Plan (IFSP) History +
Effective Date Expiration Date TELS District Office
Add IFSP

TEIS Eligibility
Enter Eligibility Report Date, Eligible: Yes or No, choose applicable Developmental Delay
option, click Add to move option chosen, check-mark Parent Refused Service (if applicable)

IFSP Information
Choose County from drop down (will auto-populate the TEIS District Office)

Enter IFSP Development Date
Click save
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TEIS Eligibility
Eligibility Report Dats:

Developmental Delay:

Parent Refused Service:

i Eligible:

Ye
Adaptive -
Cognitive Bt
Communication [< Remove |
Moter -

2 No

r IFSP Information

County:*

[ESP Development Date: *

1FSP Expiration Dabe:

Comments:

TEIS District Office:

o

You have completed this storyboard.
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