
 
 

 
 

 
 

 STUDENT SUCCESS CENTER 
STEPS FOR ENTERING A STUDENT INTO THE STUDENT SUCCESS CENTER 

 

 

The following are the steps for enteringa student into the Student Success Center (SSC). 
 

STEP 1: 
Complete a Student Case Management Referral Form (FM-2981). 

Section I: All portions of should be completed accurately and the narrative should clearly 
describe the incident. 

 
 
 
 

STEP 2: 
A parent conference must be conducted to inform the parent of the Student Success Center 
(SSC). The sending/referring school site administrative designee should contact the SSC 
coordinator at the appropriate center. Once confirmed, SSC coordinator will be informed of 
the student’s name, grade level, number of days referred, and the contact person at the 
sending/ referring school. The student should be issued a not i c e o f Student Success Center 
form (FM-6810). All Level II infractions of the Code of Student Conduct must also have 
Region Approval, FM # 7604. This form must be completed in its entirety along with FM # 
6810 and submitted to the Student Success Center of choice. Furthermore, an email from a 
Region Administrative Director stating that they approve the placement will also serve as 
sufficient documentation to accept the student in lieu of the FM #7604. 

 
FORM 6810 FORM 7604 
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Student Success Center Contact Information 

  
1. 500 Role Models: Site Coordinators: Mr. Maxie Graham/Mr.  Kevin Carpenter 

Success Coach: Ms. Esther Wilson – Phone: 305.694.4449 
2. Andover Middle School: Site Coordinator: Mr. Mario Jeune 

Success Coach: Ms. Sandra Santiago-Viruet 
3. Dorothy M. Wallace Cope: Site Coordinator: Mr. Ricky Burgess 

Success Coach: Ms. Anneliese Bunge-Roman 
4. Homestead Sr. High School: Site Coordinators: Mr. Leonardo Cancio/Ms. Robyn Messina 

Success Coach: Ms. Maria E. Garcia 
5. Madison Middle School: Site Coordinator: Ms. Teresa Martin-Major 

Success Coach: Ms. Rosemarie Scott-Gibbs 
6. North Miami Beach Sr. High School: Site Coordinator:  Ms. Valerie Gauthier 

Success Coach:  Dr. Willie K. Bankston 
7. North Region Center: Site Coordinators: Mr. Alonzo D. Boykin/ Ms. Ermine Pryce 

Success Coach: Ms. Karen Pino 
8. Overtown Youth Center: Site Coordinator: Mr. Larmarc Anderson 

Success Coach:  Ms. Holly Howard 
9. Parkway Educational Complex: Site Coordinators: Dr. Jesse Walker/Ms. Jacqueline Merkerson 

Success Coach:  Ms. Jennifer Lanzetta 
10. Paul W. Bell Middle School:  Site Coordinator: Mr. Wayne Jackson 

Success Coach: Mr. Rubin Proctor 
11. Riviera Middle School: Site Coordinator:  Mr. Thomas J. Harrington 

Success Coach: Mr. Ariel Valdes 
 
 

STEP 3 
 

 

Section II of the Student Case Management 

Referral (FM-2981) should be completed and 

processed in the Integrated Student Information 

System (ISIS). All portions of Section II should be 

completed and the Referral Action Code of AS- 

Alternative to Suspension should be used for 

assigning a student to the SSC program. The other 

Referral Action Codes that should be used are C6- 

Parent/Guardian     Conference,    C7-    Student 

Conference, and L1-Letter to Parent. Additionally,  both the referred Student Success 

Center and number of days referred should be documented  in  the Comments portion of Section 

II. 
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STEP 4 
Once the Student Case Management form has been processed into the ISIS system 
and the codes AS, C6, C7, and L1 have been used the Administrative Designee will 
utilize the daily attendance rosters (this will be emailed each day from site 
coordinator) and the attendance code “+” should be inputted into the 
student’s ISIS Attendance screen (PF7) for the days present at the Student 
Success Center. Please DO NOT add the quotation marks when inputting the 
attendance code. If a student is absent, please mark in ISIS application as U 
(Unexcused Absence). See screen below with an example of the Present code 
on April 25th. 

 
 

DO    NOT   USE    THE    CODES   O-Outdoor 
Suspension or I-Indoor Suspension for the 
student’s daily attendance in ISIS if a 
student is referred to a Student Success 
Center. The new a ttendance code “+” 
should  be  i n p u t t e d  i n t o  t h e  s t u d e n t ’ s 
I S I S a t t e n d a n c e  s c r e e n  ( P F 7 )  f o r  t h e 
d a y s p r e s e n t if the student is referred to 
the Student Success Center. Attendance 
procedures  will occur  on  a  daily  basis  to 
attain the status of a student’s attendance. If the student is present at a Student Success 
center, they are marked as present with “+” for that day. Please DO NOT add the 
quotation marks when inputting the attendance code sign. If a student is absent, please mark 
in ISIS application as U (Unexcused Absence). 

 

 

STEP 5 
Attendance will be taken on a daily basis. The Student Success Center Coordinator will 
contact the sending/referring school site administrative designee on a daily basis prior 
to 10:00 AM to verify that the student is in attendance at the SSC center. As a result, the 
student is given credit for being in attendance for that day. 
This procedure of communication between the Student Success center and the 
sending/referring school site administrative designee must occur on a daily basis to 
ensure that accurate attendance records are maintained. 

 
STEP 6 

 

When the student completes their referred number of days at the Student Success Center will 

be issued a Student Release form, Certificate of Completion and a Success Coach Report 

from the Student Success Center (SSC). These forms will be used to verify proof of completion, 

counseling services rendered at the Student Success Center. Forms will be used to allow the 

student to return to their sending/referring school and make-up any missed assignments 

while at the Student Success Center. 


