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Help Document for Graduation Rate Calculator

(for use with the new Alabama Graduation Rate Formula)
What is this tool designed to do?

This spreadsheet will provide a predicted graduation rate for any cohort or any subgroup within the cohort using the new Alabama Graduation Exam Formula. Just use the drop-down arrows to select what group you would like to examine.

How is the Graduation Rate computed using the new formula?

The formula is as follows:


[image: image3.png]



How do I get started?

First, you will need to add the names and demographic information for all of your students. You can do this through InformationNow. 
1. Run a “Student Listing” report from InformationNow sorted by grade level. Be sure to check “Race” and “Lunch Code” as items to be included. Preview as “Excel.”  
2. On the Excel spreadsheet just created, delete any unneeded columns. The columns for student name, homeroom, ethnicity, and lunch code should be side-by-side. Delete any columns which may be between them.  
3. Highlight from the name of the first student through the lunch code for the last student. Copy and paste the data into the Graduation Rate Calculator. 

4. Fill in the column for “Grade.” This task should be easy since the list is in order by grade level. Enter a “9” beside the first 9th grade and fill that column down until you reach the first 10th grader. Continue until all students have a grade level.

5. Fill in the column for “Class of.” Use the “fill down” command. All 9th graders will have the same year in “Class of.” All 10th graders will have the same year.

6. Fill in the column for “Cohort.” To begin, give everyone the same cohort year as their “class of” year. 
7. In the “Student Enrollment Status” column, select “Enrolled” for the first student. Fill down for all other students.

8. From your past records, find the names of students who have failed a grade level beginning with 9th grade. Change the “Cohort” accordingly. For example, a student who is now in the Class of 2013 but failed a grade would be in the cohort for 2012.

What’s next?

Alabama recognizes three factors as being predictors of graduation: absenteeism, absenteeism because of suspension, and academic performance. You will see three columns:

· Absent 4 days of less

· Less than 2 suspensions

· Average for all grading periods of at least 70

At the end of each quarter, generate reports from InformationNow providing this data (Cumulative Absence Report, Discipline Report, and Eligibility Report with the appropriate start and end dates used for each.). Use the reports to mark each student as “OK” or “At Risk” in each of the three columns. Because most students are going to be “OK,” you could begin by filling these columns down and only changing students whom your reports identify as being at risk of each of those categories.
Of the three risk factors, how many of those must be “OK” for you to feel good the student will graduate and do so on time? Enter this number in the yellow square (Cell O12). The spreadsheet will take into account this number along with what is marked for each risk factor to give you a prediction about whether or not the student will graduate and do so on time (Column I).
What if you disagree with the spreadsheet’s decision about the student? Suppose the three risk factors have told you a student is a “No” (red square) for graduating on time, but you feel strongly otherwise. You can override the spreadsheet and force it to award a green cell by putting a “1” on column O. Likewise, if the spreadsheet has awarded an overall green cell and you feel strongly the student is at-risk, placing a “0” in the override column will cause the spreadsheet to award a red cell.
Is there anything else involved in setup?
For your results to be accurate, you will need to include those students who should be your students in grades 9-12 but have dropped out. Consult your records to find those students. Add their names and demographic information to the spreadsheet. Under “Student Enrollment Status,” select “Dropout” from the drop-down menu.
OK. I am ready. What do I do to predict the graduation rate?

Use the drop-down arrows to filter your data. For example, if you want to see the predicted graduation rate for the Cohort of 2013, click the drop-down arrow in the “Cohort” column and choose “2013.” You will now see the names of the students who are members of that cohort. The number at the top is the predicted graduation rate for them.
If you want to see the predicted graduation rate for Black students in the Cohort of 2013, choose the drop-down arrows for “2013” in the Cohort column and “B” in the Ethnicity column.

Be sure to “unfilter” all columns when you are through with the session. That way, you start the next session by seeing all of your students and do not have any hidden by mistake.

Repeating Tasks
The school is business is full of repeating tasks, perhaps more so than any other business on the planet. Every year, we open school, close school, and carry out many of the same projects at the same time each year. Each one of those projects carries with it a “to-do” list. If we are good at recognizing those repeating to-dos and putting them into a system that handles them all, life gets easier. If not, the details slip through the cracks.
Here are the repeating to-dos that will put this spreadsheet on “autopilot”:
	When
	What
	Who

	Every month
	Run an Enrollment Report from InformationNow for the appropriate dates.
1. Add new students to the spreadsheet. Determine now if their cohort is the same as their class or if they failed a grade.

2. Find students who have moved to another school. Change their status on the calculator to “Transferred.”
3. Look for any students who have dropped out. Change their status to “Dropout.”
4. Use the “Notes” column if needed to document where student moved or any other needed information.
	

	Each quarter
	Run reports from InformationNow to generate information about the three risk factors. (Cumulative Absence Report, Discipline Report, Eligibility Report). Adjust the “OK” or “At Risk” status for students in each of the three at-risk columns to reflect the new data. 
The appropriate school personnel should meet to discuss action plans for those students who are identified as being at risk.

Filter the columns for Cohort along with the columns for Ethnicity, Lunch Code, and Special Education to get a current prediction for the graduation rate of each cohort and subgroup within that cohort.
	

	Week after spring graduation
	Run reports from InformationNow to generate information about the three risk factors. (Cumulative Absence Report, Discipline Report, Eligibility Report). Adjust the “OK” or “At Risk” status for students in each of the three at-risk columns to reflect the new data. 

Examine the spreadsheet looking for the answers to these two questions?

1. Which “red” students did graduate (and on time)? Enter “1” in Column O to override the spreadsheet’s prediction. 

2. Did any “green” students fail to graduate? Enter a “1” in Column O to override the spreadsheet’s prediction. 
For each student who graduated, change the “Student Enrollment Status” column to “Graduated.”
	

	Week after summer school graduation
	Did any students graduate as a result of summer school? Are they graduating on time? Enter a “1” on the override column so that they have an overall green square. For each student who graduated, change the “Student Enrollment Status” column to “Graduated.”
	

	Week after summer school graduation
	Examine the graduation rate for the cohort which just graduated and for each subgroup within the cohort. These are the numbers which will be used to determine your AYP a year from now. Be sure to report these results to the principal.
	

	Week after summer school graduation
	If you have some type of “Balanced Scorecard” where you record a variety of student performance data, update it with the graduation rate for this cohort.
	

	Week after summer school graduation
	Make a copy of the graduation rate calculator. Label it something like “Graduation Rate Calculator Summer 2012.” You will make no more changes to it. Save it in a safe place for documentation purposes.  
	

	First week of school
	Add the names of the new 9th grade students along with all information: 

1. Run a “Student Listing” report from InformationNow sorted by grade level. Be sure to check “Race” and “Lunch Code” as items to be included. Preview as “Excel.”  

2. On the Excel spreadsheet just created, delete any unneeded columns. The columns for student name, homeroom, ethnicity, and lunch code should be side-by-side. Delete any columns which may be between them.  

3. Highlight from the name of the first student through the lunch code for the last student. Copy and paste the data into the Graduation Rate Calculator. 

4. Fill in the column for “Grade.” This task should be easy since the list is in order by grade level. Enter a “9” beside the first 9th grade and fill that column. 

5. Fill in the column for “Class of.” Use the “fill down” command. All 9th graders will have the same year in “Class of.” Fill in the column for “Cohort.” To begin, give everyone the same cohort year as their “class of” year. 

6. In the “Student Enrollment Status” column, select “Enrolled” for the first student. Fill down for all other students.

7. Check to see if by chance 8th graders dropped out over the summer. If so, add them to the spreadsheet. You are responsible for them as cohort members as of the first day school is out in 8th grade.

In the “Student Enrollment Status” column, you will probably want to filter out students who have graduated. Click the drop-down list and uncheck the box beside “Graduated.”
The spreadsheet is formatted to hold 5,000 students, enough to hold most schools for which a few years. For larger schools, you may contact Dr. Frank Buck to choose from several easy options for adding additional students while maintaining past records. 
	


The task at hand is to fill in the “Who” column. Once that column is complete, be sure the “Who” in each column logs the task in his/her repeating task system.
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