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This instruction sheet will review how users can enter a student Grade Level and how the Grade Level 
will impact various reports and forms in the system. 
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Student Grade Level Review 
 

 
 

We have updated the single "Grade Level" field on the student record to be a one-to-many grid 
where staff can create grade level records with an "Entry Date." For example, a student can now have 
a K-grade record with an "Entry Date" of 7/01/2024 and a 1st grade record with "Entry Date" of 
7/01/2025. In attendance reports, the child will reflect their Grade Level according to the report date, 
so if a report is pulled for July 2024, then the student will be reported as grade level K, but if the 
report is pulled for July 2025, then the student will be reported as grade level 1.  
 

 
 

The notes below will be important to review following this update: 
●​ A Grade Level record does not require an "Entry Date" to be added to the grade level. If a 

student has more than one Grade Level record and none of them have an "Entry Date," then 
the system will consider the highest Grade Level as their current grade. 

●​ Upon release of this update, the existing Grade Level selected on the child’s record will have 
a new Grade Level record created for it. The Grade Level will not have an "Entry Date" and will 
be considered the child's current grade level. 

●​ If a parent or staff selects a new Grade Level for a child in a Family Application, a new Grade 
Level record for that grade will be created upon intake of that Application. 

●​ If a report is run for multiple days/months and only has one Grade Level value, such as the 
"Annual Attendance" report on the Expanded Learning Attendance Reports record, then the 
student's Grade Level on the last day of the "End Month" in the report will be reported. 
However, if the report allows for multiple Grade Level values, such as on the EAR and 
Enrollment Category Report, then the student's Grade Level for each day in the report will be 
reported. 

●​ On forms such as the Family Contract where the student's Grade Level is listed, then the form 
will look to the Grade Level that is active on the "Due Date" of the contract. 

 

This will also contribute to the eligibility of the "Dual Language Learner" (DLL) adjustment factor 
category for a student, as follows: 

●​ If a child is age-eligible for the DLL adjustment factory category, then they must also have 
either a TK, K, or blank/no Grade Level created. If the student has any other active Grade 
Level during the report period, then they will not be eligible for the DLL category. 

●​ For example, if the student has a 1st Grade Level record with an "Entry Date" of 5/1/2025, 
then the student will no longer be eligible for the DLL category starting on 5/1/2025. 
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Impacts on Reports and Forms 
 

 
This section will review the various places in the system where a student’s Grade Level appears or 
influences their Adjustment Factor Category. The sections below describe how the system 
determines which Grade Level to report in different reports and forms in Hubbe. 

 

 Enrollment and Attendance Register (EAR) - The EAR report will use the logic explained above for 
determining the DLL adjustment code. If a child is age-eligible for the DLL adjustment factory 
category, then they must also have either a TK, K, or blank/no Grade Level created. If the student has 
any other active Grade Level during the report period, then they will not be eligible for the DLL 
category. Within the source data modal for a child in the EAR report, the Grade Level that was active 
on that attendance date will be reported. 

 

8501 (CPARIS) - The 8501 report will use the logic explained above for determining DLL adjustment 
code. If a child is age-eligible for the DLL adjustment factory category, then they must also have 
either a TK, K, or blank/no Grade Level created. If the student has any other active Grade Level 
during the report period, then they will not be eligible for the DLL category. Within the source data 
modal for a child in the 8501 report, the Grade Level that was active on that attendance date will be 
reported.  

Note: Given that the 8501 report only contains enrollment and attendance data for two, three, and 
four-year-olds, this logic shouldn’t impact any report counts. 

 

9500 - The 9500 report will use the logic explained above for determining DLL adjustment code. If a 
child is age-eligible for the DLL adjustment factory category, then they must also have either a TK, K, 
or blank/no Grade Level created. If the student has any other active Grade Level during the report 
period, then they will not be eligible for the DLL category. Within the source data modal for a child in 
the 9500 report, the Grade Level that was active on that attendance date will be reported. 

 

Enrollment Dashboard 

Enrollment Calendar - When clicking into any day from the calendar to view the list of 
students, this modal will report the Grade Level for the child that was active as of the calendar 
date selected. The Roster download available within the modal will also report the same 
Grade Level as shown in the modal. 
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Enrollment Counts by Session - The Roster download available for each session in this tab 
will always download the students’ Grade Levels as of today's date. 

 

Enrollment Counts by Day - When clicking into any day from the calendar to view the list of 
students, this modal will report the Grade Level for the child that was active as of the calendar 
date selected. The Roster download available within the modal will also report the same 
Grade Level as shown in the modal. 
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Enrollment Counts by Hour - When clicking into any hour slot for any day in the grid to view 
the list of students scheduled that day/hour, this modal will report the Grade Level for the 
child that was active as of the calendar date selected. The Roster download available within 
the modal will also report the same Grade Level as shown in the modal. 

 

Enrollment Counts by Grade Level - This tab allows users to view data for any single day. 
The Grade Levels that were active for the students in the report on the selected report day will 
be used. In other words, the report will display the grade on the date of the filter. 
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Enrollment Counts by Adjustment Factor - This report allows you to view student 
adjustment factor counts as of any single day. The Grade Level in the “View Data” source 
modal will be the grade level that was active for the student on the “As of Date” selected for 
the report. 

 

Enrollment Category Report - The Enrollment Category Report works just like the EAR 
report does. This report will use the logic explained above for determining DLL adjustment 
code. If a child is age-eligible for the DLL adjustment factory category, then they must also 
have either a TK, K, or blank/no Grade Level created. If the student has any other active 
Grade Level during the report period, then they will not be eligible for the DLL category. The 
Grade Level will not be shown in this grid, but will influence the eligibility for the children. 
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Expanded Learning Attendance Reports 

Annual Attendance Report - The Annual Attendance report for ASES/ELOP students will 
display the Grade Level that was active for the student on the last day of the “End Month” 
filter. For example, if the “Report Dates” are July 2024 - June 2025, then the report will list the 
Grade Level that was active for the student on 6/30/2025. 

 

Download eSignature History (Excel & CSV Only) - The Excel and CSV downloads for the 
eSignature History download - available on the student’s Attendance - Monthly record - displays the 
Grade Level that was active as of the last day of the selected end date for the download. For 
example, if you are downloading a student’s eSignature History for 5/01/2025 - 5/30/2025, then the 
download will list the Grade Level that was active for the student on 5/30/2025. 
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Student General Health History - The General Health History form has a “Grade Level” field that will 
report the child’s active Grade Level at the time that the form is created. 

 

Household Family Contract - The Family Contract will display the students’ Grade Level that is 
active at the time of the contract’s “Due Date” - which is set when creating the contract. Users will be 
able to manage the students’ Grade Levels in the “Prepare Family Record for Family Contracts” area. 
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Family Application - The Family Application will look the same for parents and staff when 
completing/intaking the application. The Grade Level that is active when a re-application is created 
will be the Grade Level that populates the Grade Level field in the application. If a parent or staff 
changes the selection to a new Grade Level, then a record of that new Grade Level will be created for 
the student upon intake of the application.  
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Invite Families to Reapply - The grid that allows staff to Invite Families to Re-Apply has a “Grade 
Level” column. This column will report the children's current Grade Level as of today’s date. The 
“School Age Grade Level” filter on this grid will filter for the grades listed in the grid, which is as of 
today’s date. 

 

 

Class/Site Lists School Age Student column - The Class/Site List grids will report the children's 
current Grade Level as of today’s date. Please note that the family-centric CLass/Site List hides the 
student’s Grade Level by default. 
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Roster Download at Session-level Students Grid- In the Students record at the session-level, staff 
can download a class Roster. This Roster includes a Grade Level column. The Roster will use the 
children’s current Grade Level as of today’s date. 

 

Student Household Schedule (Comprehensive) - The student Grade Level field has been removed 
from the Student Household Schedule (Comprehensive) import/export files. We have plans to create 
a separate import/export specifically for student Grade Levels so staff can easily manage the grade 
records and their associated Entry Dates. 
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