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How-To Update Entry/Withdrawal 
for CPSE Students 

 

Summary: CPSE students are Pre-School students, ages 0-4 that have been referred to the 

Committee for Pre-School Student Evaluation and are receiving services as a Preschooler or PreK 

student. 

 
 

Steps 
1. When a student is enrolled in your building for evaluation purposes they need to have an 

enrollment record with a reason for beginning enrollment of 4034, “Pre-school student enrolled 

solely for the purpose of determining CPSE eligibility”, with a location code that corresponds to 

your CPSE Evaluation Building that is mapped to your districts BEDS code ending in 0000, and a 

Grade of PS . 

 
2. When the CSE department notifies you that a determination has been made as to whether or 

not the student qualifies for services, you must exit this enrollment code with a 140 or “Pre- 

school special education status determined” 

 

3. If it was determined that the student does NOT qualify for services, you are done modifying this 

student’s records. If it was determined the student DOES qualify for services, continue to Step 4 
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4. A student that qualifies for services must be enrolled in the building that corresponds with the 

County that is providing services to that child with a regular (0011) enrollment with a date that 

matches the day his special education status was determined. 

NOTE: If a student enrolled in a PreK program is receiving special education services then they 

can be enrolled in the building of the PreK program. 

It is helpful to ask your CSE Department for a “Preschool Enrollment Report” that can be run from 

Cleartrack or IEP Direct to determine the date that needs to be used: 

 
 

At the End of the School Year 
 CPSE Students that are not declassified during the school year will roll over to the next school 

year as any other student, with a normal 0011 enrollment into the building that corresponds 

with the County providing services. 

 CPSE Students that are continuing on into Pre-K will roll over into the Pre-K building with a 

normal 0011 enrollment. 

 CPSE Students that will become School Age students in the next school year MUST have the 

following actions performed: On July 1st they must continue to be enrolled in the building that 

corresponds to the County providing services, with a grade level that corresponds to PS or their 

current age, until 8/31 of that school year. On 8/31 of the school year, that student must be 

withdrawn from that building with a withdrawal code that corresponds with “Change of building 

in District” and re-enrolled with a regular 0011 enrollment into the Elementary Building into the 

grade of Kindergarten. 
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 CPSE Students that were in Pre-K in the current year and will roll over into Kindergarten in the 

following year must have the following actions performed: On July 1st they must continue to be 

enrolled in the Pre-K building with a grade level of PK until 8/31 of the school year. On 8/31 of 

the school year, that student must be withdrawn from that grade with a withdrawal code that 

corresponds with “Change of Grade” and re-enrolled with a regular 0011 enrollment into the 

Elementary Building into the grade of Kindergarten. 

 

 
You also must add a Pre-K Program code for this student and a Pre-K location code by going to 

Student Center>Demographic>Programs and clicking on “OTHER-NY Other”   

 
 
 

NOTE: For PreK Program Service Records, if you remove the ending date of June 30th for the school year 

that has just ended the program will be considered active for the student. Then on or after August 31st 

you can end the program as of August 31st. 


