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Why did we implement the Principal Sign Off  ? 
 

 Our profile ~ Fayette County Schools  
 

  24 schools (14 ES, 5 MS, 5 HS)  

 + 4 Programs (Alternative, Mainstay ,Open Campus, REACH) 

   28 Total reporting facilities 

                     20,000 + students 
 

 the birth of           Student Record 
 

 additional means to ensure accurate data reporting 
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O  Personnel Support 

Identify the team: SIS Staff, Principals, AP, Counselors,  

       Curriculum, Technology and Superintendent                                       

  Departments Included: 

 
Exceptional Children (SWD) School Nutrition 

Title I / EL Health Services 

Assessment Student & School Safety 

Remedial / EIP Psychological Services 

Gifted Programs (Alternative, Mainstay, OC, REACH) 

Student Services (504, Migrant, Homeless, 

Enrollment, Social Work, Homebound, Foreign Exc.) 

Human Resources (CPI) 
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O Planning 

 
 Team communication 

 Annual SIS Staff  sessions (Data Collections, scheduling) 

 Create a timeline  (identifying deadlines) 
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Student Record Error Resolution Schedule 

Record type Start 
Completion / Error 

Free 

 Student Level 4/13/2016 4/20/2016 

 Safety Level (Discipline) 4/20/2016 4/27/2016 

 Special Ed Level 4/20/2016 5/4/2016 

 Enrollment Level 4/27/2016 5/4/2016 

 SST / Career Data entry now 5/13/2016 

 Program/Address   Level 5/4/2016 5/6/2016 

 System / School Level Technology 

May data 

submitted from 

Dept. 

System Course Level Ongoing Assessment Dept. 

 Course Level May 
as transcript 

grades posted 

Resolution by Level Schedule – Last Year dates 2016  



Collecting 

System/School Data 

2016-17 

2016-17 

2016-17 
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O Process 

Principal sign off: 

FTE, Student Class, Student Record 

 SIS Staff  Data entry 

 Fayette error reports (emailed to SIS Staff  monthly) 

 Error Resolution 

 Technology Error import / SIS comments entry 

 Principals and SIS Staff: => myGaDOE portal access 

 Review and Verify reports 

 Principal sign off  => Google Form 

 Email notification of  completion 

 Printable error comments 
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In-house Error Reports 
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<<< - - Student Record Reports Description 

Technology Receives email when Principal signs off  

Principal Google Sign Off Form 

Facilitating the Principal Sign Off 
Process in the District 

https://docs.google.com/document/d/1yKNcy5vFkWOa6carzblObnJrLpM_ocOlm7On6D6NwtI/editheading=h.cl2mpx7py1py
https://docs.google.com/document/d/1yKNcy5vFkWOa6carzblObnJrLpM_ocOlm7On6D6NwtI/editheading=h.cl2mpx7py1py
https://docs.google.com/document/d/1yKNcy5vFkWOa6carzblObnJrLpM_ocOlm7On6D6NwtI/editheading=h.cl2mpx7py1py
https://docs.google.com/document/d/1yKNcy5vFkWOa6carzblObnJrLpM_ocOlm7On6D6NwtI/editheading=h.cl2mpx7py1py
https://docs.google.com/document/d/1yKNcy5vFkWOa6carzblObnJrLpM_ocOlm7On6D6NwtI/editheading=h.cl2mpx7py1py
https://docs.google.com/document/d/1yKNcy5vFkWOa6carzblObnJrLpM_ocOlm7On6D6NwtI/editheading=h.cl2mpx7py1py


Principal Google Sign Off Form emailed to Technology 
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SIS data entry 

FCBOE error reports / 

via email 

SIS 

Error resolutions 

Technology 

 Error Import 

SIS 

Comments Entry 

Review/Verify 

Reports 

Technology 

 Data Upload 

Errors / 

Warnings  

Valid? 

NO 

YES 

Reported 

data 

accurate? 

SIS/Principals 
myGaDOE access 

NO 

YES 

Principals complete 

Google sign off form 

 FCBOE Technology  
 

1) Manual Relief 

2) Comments 

3) Warnings 

Notify Superintendent ~ 

ready for sign off 

Superintendent 

review 

Superintendent  
SIGN OFF 

FCBOE Technology  

support ongoing 

Data Collection & Principal Sign Off  Process Start 

Departmental 

review 

Data Collection 

SpecEd, Gifted, 
EIP, Remedial, 
ESOL,etc. 
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770-460-3990 x104 
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macdonald.sarah@mail.fcboe.org 
770-460-3990 x236 

mailto:franklin.constance@mail.fcboe.org
mailto:franklin.constance@mail.fcboe.org
mailto:macdonald.sarah@mail.fcboe.org
mailto:macdonald.sarah@mail.fcboe.org

