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 eLEARNING STUDENT SUCCESS CENTER (SSC) PROCEDURES FOR STUDENT ASSIGNMENT (REVISED) 

 
The following are the steps for entering a student into the Student Success Center (SSC) for Stage 1 scenario. 

STEP1 
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. 
 
 
 
 

STEP2 

Parent contact must be made to inform the parent of the student is being assigned to the Virtual Student Success Center for 

violating the Code of student conduct, and the student should be issued a notice for assignment to Alternative to Outdoor 

Suspension (FM-6810).  The sending/referring school should contact the designated Lead SSC Coordinator –who will assign the 

student to the specific SSC Regional Center and notify the appropriate SSC Coordinator to provide required placement 

documentation.  Once the Regional SSC Coordinator has been provided the FM-6810 with student information (student’s name, 

grade level, number of days assigned, contact person from the sending/referring school, and parent contact information). The SSC 

Coordinator will send the student, parent, and sending school Administrator an invite to the Regional SSC MICROSOFT 

TEAMS/ZOOM Room for the students assigned days to the SSC 

 
                         FM -6810 
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STEP3 
Section II of the Student Case Management Referral 

(FM-2981) should be completed and processed in 

the Integrated/District Student Information System 

(ISIS/DSIS).  All portions of Section II should be 

completed and the Referral Action Code of AS-

Alternative to Outdoor Suspension (AOS) 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.  

Violation of District Internet Usage Policy (Find Code) 

 

STEP4 
 

Once the Student Case Management form has been processed into the ISIS/DSIS system and the codes AS, C6, C7,and L1 have been 
used, the code S-Special Note  should be placed into the students Attendance  screen(PF7) for the days assigned. 

 
 
 
 
 
DO NOT USE THE CODES O-Outdoor Suspension or I-Indoor 
Suspension for the student’s daily attendance in ISIS/DSIS if a 
student is assigned to an SSC center. The code S-Special Note 
should be used for student’s attendance if the student is 
assigned to the AOS program. Attendance procedures will 
occur on a daily basis to attain the status of a student’s 
attendance. If the student is present at an AOS center, they 
are marked as present with S-Special Note for that day. If the 
student is absent from the AOS program, the students 
attendance for that day only will be placed in ISIS/DSIS as O-
outdoor suspension. 

 
STEP 5 
Attendance will be taken on a daily basis. The SSC Coordinator will contact the sending school on a daily basis prior to 10:00AM to 
verify that the student is in attendance at the AOS center. As a result, the student will be given credit for being in attendance for that 
day. Please note: O-Outdoor suspension code is only assigned if: 

1. The student does not report to the AOS center for that day. 

2. The SSC Coordinator cannot provide services to the student thus the student cannot complete their assigned 
time at the AOS center. 

Communication between the AOS center and the sending school must occur daily to ensure that accurate attendance records are 
maintained. 

 
STEP6  
When students completes their assigned number of days at the AOS center, they will be issued an Exit slip from the SSC Coordinator. 

This slip will be used to verify that the student participated in the AOS program and will be used to allow the student to return to 

their sending/referring school.
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Daily Schedule 

 

 

 

 

 

 

 

 

7:30 AM to 8:00 AM Welcome and opening procedures (Intake) for the Student Success Center 
(SSC) Site. Completion of Virtual Student Success Center Student Record 
Keeping Sheet. Review of student expectations, daily interactions and 
conversation about the previous day’s activity. Students will discuss topics 
with the instructor to support character building skills. 

8:00 A.M. to 8:30 A.M.  Sustained Silent Reading.   Students will choose a book, or any given reading 
of their choice, and read for 30 minutes. Students will then reflect on what 
they have read in essay form.  Objective, or subjective. 

8:30 A.M. to 9:00 A.M. Small Group Assignments. Character building, talking about different issues 
that affect the student’s assignment to SSC Program.  

9:00 A.M. to 10:00 A.M. Students will complete assignments sent from their home school instructor. 
If needed, SSC will assign CAI (Computer Assisted Instruction-IXL / 
Vocabulary.com.  Students will engage in computer assisted instruction. 
Ex….Reading Plus, River Deep, Math Nation………. 

10:00 A.M. to 11:00 A.M. Students will engage in computer assisted instruction. Ex….Reading Plus, 
River Deep, Math Nation………. 

11:00 A.M. to 12:00 P.M. Students will engage in computer assisted instruction. Ex….Reading Plus, 
River Deep, Math Nation………. 

12:00 P.M to 1:00 P.M. 
 

Lunch. Students Log off 

1:00 P.M. to 2:00 P.M. Students Log on and attendance taken.  Character building activity. Student 
will once again engage in computer instruction/ technology. Students will 
also hone in on independent study 

2:00 PM to 2:30 AM Dismissal, Exit forms emailed, students logging off 
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eLearning Success Center (SSC) Student Record Keeping Sheet 

 

Date Student Name Student ID # 
 
Grade 
Level 

 
 

Sending School 

Attendance 
Verified in 
ISIS/DSIS 

Time 
Logged 

Out 

Time 
Logged 

In 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 


