FEMIS — How to end date the child from school.

End dating a child is an ongoing issue with some schools not knowing how exactly it works. This manual
will provide step by step process with explanation of how to properly end date a child if he or she has
transferred, migrated, dropped-out etc.

Normal school term

Displayed below in figure 1.1 is the normal student registration and the school term dates from Term 1
to Term 3. There is a clear demarcation date’s separation on each term.

FEMIS - BAuU DISTRICT ScHooL (2505) Log Out

Staff Classes/Students Verify Parents/Guardians Transp. Assistance Reports > Resources Maps Policy Feedback

Student Details For: 0000 Student ID: oxxx  Date of Birth: 28/12/2016
Subjcts | Home ife ] Funcion/ Dbty ] D Actity ] Move/Remove | LANA | Atendance ] Foe
v pistace | et ] Sutrt Rcord | vt Ltsr ] Dok ot cburgnor | Warmnc roges Tk

Basic Information - for the student above.
* The Birth Certificate number is the BDM number. Or, provide a passport number for non-citizens.

Birth Reg (or passport)

Student ID: 30000 R | 3000000 | Gender: [Female v|  Attended ece:
First Name: i JOOKXX | Other Name: | 30000 | Ethnicity: XXX ¥
Sumame: | 0000 | Date of Birth:  [28/12/2016
Show details for: REEIAPAPERGETTRE BTl

St 130/01/2023 | Goso1/2023) Student started term normally v
Term 1 Date: Term 1

£nd Date: [ 05/05/2023 | (05/05/2023) Student finished term normally v

Sta". | 22/05/2023 | (22/05/2023 ) Student started term normally v
Term 2 Date: Term 2

End Date: | 25/08/2023 | (25/08/2023 ) Student finished term normally v

Start

11/09/2023 11/09/2023 Student started term normall v

s Bt | | (1170972023 ly .

£nd Date: [ 08/12/2023 | (08/12/2023) Student finished term normally v

Figure 1.1

Transferred to another school in Term 2 entry.

In transferring student to another school, you must put an end date, that is the date he or she is
transferred, and you must remove the dates on the remaining term dates and select “Did not attend
this term.” on the reasons dropdown lists.

The double entry will trigger if the term 3 dates remain in the system and when the term 3 begins.
Therefore, it is logically correct to remove the dates of the remaining term when the student is
transferred as shown in figure 1.2 below.



FEMIS - BAU DISTRICT ScHoOL (2505) Exit School View ENTT

School Staff Classes/Students Verify Parents/Guardians Transp. Assistance Reports > Resources Maps Policy Feedback
Help >

Student Details For: 0000 _ . Student ID: xoooxx Date of Birth: 26/06/2016
| e e e e
Student Record | Transfletter | Duke Of Edinburgh infor | Numeracy Progress Tracker

Basic Information - for the student above.
* The Birth Certificate number is the BDM number. Or, provide a passport number for non-citizens.

Student ID: 300000 zlgﬁ*Reg (or passport) | OOXKNK | Gender: Female v Attended £CE:
First Name: | XX0000¢ | Other Name: | | Ethnicity: X0000K V¥

Surname: | YOXXXXX | Date of Birth: |26/06/2016
Show details for; [RCEIAPAPSRSECTRRT CE1 I

Start
Term 1 Date!

End Date: |05105/2023 I (05/05/2023 ) Student finished term normally v

| 30/01/2023 I (30/01/2023 ) Student started term normally

Term 1

v
et 15210512023 [E71 57 0Bl Student started term normally v

Term 2 Date: Term 2

End Date:u06/07/2023 ) I (25/08/2023 ) Transfened to another school v )
o X (11/09/2023) Did not attend this term

Term 3 Date:
endDate: | R K YEET 2L PP Did not attend this term

Term 3

Figure 1.2

Transferred in from another school in Term 2.

The “transferred in” works the same way as “transferred out” where dates in terms not attended
must be blanked out or removed and place a “Did not attend this term..” in the reasons as shown in
figure 1.3 below.

FEMIS - BAu DISTRICT SCHOOL (2505) Log Out

School Staff Classes/Students Verify Parents/Guardians Transp. Assistance Reports > Resources Maps Policy Feedback
Help >

Student Details For:  x0000xx Student ID: oo Date of Birth: 26/06/2016
RiGtm68 | subiecs | Homeite ] Fnction/imbtty | Drug Actiy ] Move/Remove | LaNA ] Atendanc | Fee
Rp— O ) T CO T e —nm——

Basic Information - for the student above.

* The Birth Certificate number is the BDM ber. Or, provide a passport ber for non-citi:
Student ID: xXxxx zi:r\*Reg (orpasspor) | JOOKXXX I Gender: X000 ¥ Attended ECE:
First Name: | 00000 | Other Name: | | Ethnicity: X000 v
Surname: | JOOKKXX | Date of Birth:  |26/06/2016
S RS ETIR I Year: 2023 Class: 2 Stream: 1 v
Start . =
(30/01/2023 ) Did not attend this term v
Term 1 Date: I * I Term 1
£nd Date: | * | (057052023 ) Did not attend this term v
Start =
23/06/2023 22/05/2023 ' Transferred in from another school v '
Term 2 Date: ( ) e Term 2
£nd Date: | 25/08/2023 |@5082023) R
Start
11/09/2023 11/09/2023 Student started term normall v
Term 3 Date: t |( [l ) . Term 3

£nd Date: | 08/12/2023 | (08/12/2023 ) Student finished term normally v




Overlapping dates

When the “end date” from the previous schools and “start date” in the new schools OVERLAPS, this also
will trigger double entry message on your school home page. Therefore, it is greatly important to set the
dates not to overlap or even on the same date.



