
Graduation Certification  

Report Instructions 

 

Description/Purpose: 

The purpose of this reporting is to allow districts/schools to validate the 

graduate counts.  

What is this data used for? 

Adjusted Cohort Graduation Rates (ACGR) are reported annually by the 

Maine DOE to the USDOE for all public high schools and all publicly 

funded students attending private schools. In addition, the ACGR is used 

for ESSA school accountability determinations. The State calculates 4-year, 

5-year and 6-year Adjusted Cohort Graduation Rates. 

Required documentation for adjusting a cohort  
  
B-11. Why is written confirmation required before a student may be removed from a  
cohort?  
Before a student is removed from a cohort, a school or LEA must have written confirmation that   
a student has transferred, emigrated to another country, transferred to a prison or juvenile   
facility, or died. (ESEA section 8101(23)(B) and (25)(B); 34 C.F.R. § 200.34(b)(3)). Written  
documentation facilitates audits and, thus, will help ensure that a school, LEA, and State have  
an accurate measure of graduation rate. Often a State and LEA have classified as a transfer a  
student who leaves a high school for any reason, even if the student does not enroll in another   
school or in an educational program from which the student can expect to receive a regular high   
school diploma or State-defined alternate diploma that meets the requirements described in   
question A-16.  
  
Unless a school or LEA can confirm in writing that a student has transferred out, emigrated to  
another country, transferred to a prison or juvenile facility, or died, the school or LEA must  
continue to consider that student to be in the adjusted cohort for purposes of calculating the  
four-year or extended-year graduation rate.  
  
B-12. What documentation is required to confirm that a student has transferred out--i.e.,  
transferred to another high school or to an educational program from which the student is  



expected to receive a regular high school diploma or State-defined alternate diploma?  
  
To confirm that a student transferred out, a school or LEA must have “official written   
documentation” that a student has transferred to another high school or to an educational   
program from which the student is expected to receive a regular high school diploma or 
Statedefined alternate diploma that meets the requirements described in question A-16. (ESEA   
section 8101(23)(C)(ii) and (25)(C); 34 C.F.R. § 200.34(b)(3)(i)). In the case of a student who   
moves to another public school within the State, that transfer would most likely be officially   
documented and recorded in the State’s data system; thus, a record from the State’s data system   
would be considered official written documentation. Other examples of official written   
documentation include: a request for student records from a receiving public or private high   
school or an educational program (that offers a regular high school diploma or alternate diploma   
that meets the requirements described in question A-16); or a written record of a response from   
an official in the receiving school or program acknowledging the student’s enrollment.   
With respect to a home-schooled student, official written documentation may include, for   
example, a letter of withdrawal or other written confirmation from the parent or guardian; any   
documentation that meets the homeschool notification or compulsory attendance requirements   
in the State; or any other written documentation accepted in the State to verify a child is   
homeschooled. A conversation with a parent or neighbor of a student, for instance, would not   
be considered official written documentation of a transfer.  
  
B-13. What documentation is required to confirm that a student has emigrated to another  
country?  
  
A school or LEA must have written confirmation that a student has emigrated to another   
country but need not obtain official written documentation. (ESEA section 8101(23)(B) and   
(25)(B); 34 C.F.R. § 200.34(b)(3)(ii)). For example, if a parent informs a school administrator   
that the family is leaving the country, the school administrator may document this conversation   
in writing and include it in the student’s file. The regulations do not require written   
documentation to be “official” for a student who emigrates to another country because the   
Department recognizes that it may be difficult, if not impossible, to obtain transcripts or other   
official documentation from another country confirming that the student is enrolled in school.  
  
B-14. What documentation is required to confirm that a student is deceased?  
  
A school or LEA must have written confirmation that a student is deceased before removing the  
student from the cohort. (ESEA section 8101(23)(B) and (25)(B); 34 C.F.R.   
§ 200.34(b)(3)(iv)). A letter from a parent or an obituary or death notice is sufficient   
documentation. Official written documentation of a student’s death, such as a death certificate,   
is not necessary.  
  
B-15. How can a school or LEA confirm the transfer of a migrant student?  
  
The Department’s Migrant Student Information Exchange system includes information on  
migrant students that can be accessed by all States and LEAs to help ensure that the academic  
records of these highly mobile students are preserved during their frequent moves. This system  
should be used to by States and LEAs in documenting the enrollment of migratory students, as  
defined in section 1309 of the ESEA, in another school or in an educational program from   



which a student is expected to receive a regular high school diploma or State-defined alternate   
diploma that meets the requirements described in question A-16.  
  
B-16. If, after multiple attempts, an LEA cannot obtain official written documentation that  
a student has transferred out, may the LEA remove the student from the cohort?  
  
No. Although in some cases it may be difficult for an LEA to obtain official written   
documentation of a student’s transfer, the student may not be removed from the cohort simply   
because the student’s status cannot be documented. Removing from the cohort a student whose   
status cannot be documented could produce an inaccurate graduation rate if that student 
dropped   
out of school rather than transferred. It is critical that an LEA carefully document student   
transfers and accurately calculate the graduation rate in order to   
  
(a) give parents and the public accurate information about the success of a school, LEA, and State 
in graduating students and   
  
(b) ensure that accountability determinations are based on valid graduation rate calculations.   
  
States should establish clear and consistent business rules and data checks to safeguard against   
incorrect coding of students who leave a school or LEA. Along with establishing business   
rules, States should also train staff on how to properly code student transfers.  
 

Due Date: 

• Due Date: 8/30 

Completion Instructions: 

This requires access to the Student Data Module. If you need access, please 

have your superintendent submit a NEO access request form on your 

behalf. 

NEO Access Request Form 

 

 

 

➢ Log into NEO  

https://mainedoe.co1.qualtrics.com/jfe/form/SV_0Hg1z6QgRAuoKPk
https://mainedoe.co1.qualtrics.com/jfe/form/SV_0Hg1z6QgRAuoKPk


➢ On the NEO dashboard; find the ribbon header labeled 

“Student Data”.  

 

➢ After selecting the Student Data module select “Student 

Reports” which will provide you with a list of reports. 

 

➢ On the Reporting Area dropdown listing select 

“Enrollments”. 

 

➢ From the list of reports find “Graduation Certification 

Report” and select “View Details”. 



 

 

 

 



➢ Once you’re inside the Graduation report, you will be presented with your 

district’s count of 4, 5, 6-year graduates as well as the number of completers for 

the current year. Each of these counts have an associated ‘Student Details’ report 

alongside of them. Inside this link is where you will verify which of your 

students make up your numbers for the completers, 4, 5- and 6-year counts. 

 

 

*Please note that only superintendents will have access to the “Certify and Submit to 

DOE” button. 



➢ If the counts and all the information within the detail reports are correct, your 

superintendent can click the ‘Certify and Submit’ button. 

➢ Updates to the report can be done in Synergy until 8/15. This means you can 

update the exit state for the previous year live. If you need assistance with this, 

please call or email. 

➢ DO NOT make enrollments in the next year to graduate a student as it will 

move them out of the correct cohort. 

MEDMS.Helpdesk@Maine.gov 

or 

(207) 624-6896 

 

➢ It is no longer necessary to validate the start and exit codes of students during 

this report. The report will also no longer be required to be ‘Accepted’ by the 

MDOE. Please make sure that all the data is accurate, as these are the students 

upon which the graduation rate statistics will be generated. 

 

 

mailto:MEDMS.Helpdesk@Maine.gov

