Maintaining Parent and Student Records

The Student:
Bio 1:  	All info including Birthdate and Gender.

Bio2:  	Constituent Code(s):  For the Student record the Primary Constituent Code should be Student-Current and if you have a Summer School Program and they attend, then the 2ndary code is Student-Summer School with the summer year in the From field.
	If you are entering New Admits for Fall in the spring and summer (before July 1) mark their Constituent Code as Current-Student Next Fall.  This will get changed July 1st to Student-Current.
	Ethinicity: only if your school collects and uses this info, don’t fill it in just to fill it in.

Address Tab:	Primary Home Address info

Addressee/Salutation:	Primary Addressee
			Primary Salutation
			Publication Name
			Formal Salutation if your school uses Informal for the Primary.

Relationships:		Individual:	.Linked to each Parent (or Step-Parent) with the Relation and Reciprocal 
Relation codes
.Linked to each sibling you know about, whether they have attended the school, are attending the school or do not attend the school
.Linked to other relations that are in RE, like Grandparents, Aunts and Uncles, Cousins.

			Education:	.School last attended before coming to your school (aka Feeder School) 
with the grad year (whether the finished or not)
						Date Entered: if you know, and can be fuzzy date
						Date Graduated: if you know, and can be fuzzy date
						Date Left:  if you know, and can be fuzzy date
						Status:  there should be 3 choices:  
1. Pre-YourSchool  2. Graduated  or 3. Post-YourSchool
.Your School as Primary Education
							Date Entered: if you know, and can be fuzzy date
						Date Graduated: if you know, and can be fuzzy date
						Date Left:  if you know, and can be fuzzy date
			Status:  there should be 2-3 choices depending your 
			institutional needs:  
1. Graduated   2. Transitioned or Transferred (whichever works for your school) and possibly 3. Withdrew

Appeals:	nothing
Notes:		nothing usually
Gifts:		nothing
Attributes:	Category: Year Attended  Description: the school year (xxxx-xxxx)  Comments: grade they were in that year
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The Parent(s): (each parent should have a Constituent Record)
Bio 1:  	All info including Gender and Marital Status.

Bio2:  	Constituent Code(s):  For the Parent record the Primary Constituent Code should be Parent-Current and if you have a Summer School Program and the student attends, then an additional code is Parent-Summer School with the summer year in the From field. 
 It is very possible that your Parent will have additional Constit Codes, like Board Member-Current or Former, Alumni, Faculty/Staff.  They should be listed in hierarchy order on the Bio 2 tab.

Address Tab:	Primary Home Address info.  Be sure to add Today Date in Date From.

Addressee/Salutation:	These should be formatted as the Couple if they are married and/or partnered.
Primary Addressee
			Primary Salutation
			Publication Name
			Formal Salutation if your school uses Informal for the Primary.

Relationships Tab:	Individual:	.Linked to Spouse/Partner (or ex-Spouse/Partner) with the Relation and 
Reciprocal Relation codes
.Linked to each child you know about, whether they have attended the school, are attending the school or do not attend the school
.Linked to other relations that are in RE, like their parents or in-laws, siblings and in-laws, etc.

			Organization:	.Their Employer:  If you have cleaned up and/or have Businesses in RE, 
then Link their Employer.  If the business does not have a Constit record then just add it.  
Include the address if you have it.
.Position
. Relation and Reciprocal Relation codes
. From Date is at least the Today Date
. Be sure to mark the checkbox for Primary Business Info!  
· If a parent is a stay-at-home parent then put that as their Business and still use the same Relation and Reciprocal codes as if they are working. And mark the Primary Business Info box and the From Date
· If a parent is self-employed then put that as their Business and the Relation and Reciprocal codes should be Business and Owner.  Also mark the Primary Business Info box and the From Date.  (you make be making this into a Constit record down the line if the parent ends up contributing to the school through the business)
. Other Orgs:  If they are a Board or other type of Member of another Organization or Business, Link or add that info.  Always utilize the Relation and Reciprocal codes.  These are NOT Primary Biz Info!  You can only have one of those and that should be their Employer/Business.

			Education:	.Normally you do not have the education info on the parent(s), but if 
you do, then add it accordingly. 
					If you happen to get college info and know any of the criteria: year 
graduated, degree, or major/minor add it.


Appeals:	nothing

Notes:		nothing usually

Gifts:		nothing

Attributes:	You will have an Attribute for every student they have.
Category: Child Attended  Description: the school year (xxxx-xxxx)  Comments: grade they were in that year
		Category: Parent Class of:   Description:  the child graduation year


The Parent(s):
Same info should be entered all parent records for each child.

Bio 1:  	All info including Gender, Titles and Suffix(es), and Marital Status

Bio2:  	Constituent Code(s):  For the Student record the Primary Constituent Code should be Parent-Current and if you have a Summer School Program and they attend, then the 2ndary code is Parent-Summer School with the summer year in the From field.
	If you are entering New Admits for Fall in the spring and summer (before July 1) mark their Constituent Code as Parent-Student Next Fall.  This will get changed July 1st to Parent-Current.
	Ethinicity: only if your school collects and uses this info, don’t fill it in just to fill it in.

Address Tab:	Primary Home Address info
		Be sure to include Cell Phone and Email for each if it is available.

Addressee/Salutation:	Primary Addressee
			Primary Salutation
			Publication Name
			Formal Salutation if your school uses Informal for the Primary
			Household Addressee on the HoH record only

Relationships:		Individual:	.Linked to each Child (or Step-Child) with the Relation and Reciprocal 
Relation codes
.Linked to each sibling you know about, whether they have attended the school, are attending the school or do not attend the school
.Linked to other relations that are in RE, like Parents, Grandparents, Aunts and Uncles, Cousins, In-laws.

			Organization:	.Org Name (Employer) (be sure to look and see if there is a constituent record for that company or not, if there is link the records)
Address: Enter as much info as you have accessible, if it’s just the City and State, then enter that.
					Industry:  nothing
					Position: fill in (no abbreviations)
					Profession:  nothing
					Income:  nothing
					Relationship: either Employer or Business as applicable
					Reciprocal:  Employee or  Owner as applicable
					Date From: use Today Date
					Checkbox:   Employee and  Primary Business Information

Appeals:	nothing
Notes:		nothing usually
Gifts:		nothing
Attributes:	Category: Child Attended  Description: the school year (xxxx-xxxx)  Comments: grade they were in that year and if they have more than one student add the first name of the student after the grade
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When a Student Graduates or Leaves:	
Student Records:	Constituent Code:  Their Student-Current constituent code is changed to Alum (leave the dates alone)
	Primary Education:  	Add Graduation Date (if applicable), can be fuzzy date
				Add Date Left , can be fuzzy date
				Add Status of Graduated or Transition
Withdrew (whichever is applicable)
			

Parent(s) Records:	Constituent Code: Their Parent-Current constituent code is changed to Parent-of Alum (leave the dates alone).  Change the Hierarchy if applicable.
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