
  

PROFILES, ROSTERS & GROUPS 
1. EVERY year, PROFILES must be entered and a multi-year program roster created for your seniors.  

Make the name something simple like “MULTI-YEAR 2018-2019.”   
2. Every JAG-KY in-school program is MULTI-YEAR. 
3. Create a GROUP named “FOLLOW-UP 2018” and add all of the seniors from the Class of 2018 in it.  It 

makes finding and recording information for the seniors in follow-up much easier.   
4. Every school will be required to have 15 students who qualify for VOCATIONAL REHABILITATION 

SERVICES.  Those students will have IEP’s, 504’s or an official medical document. 
5. Create a GROUP named “VR STUDENTS” and add all of your VOCATIONAL REHABILITATION students in 

this group.  This will ease documentation of specific MODEL SERVICES for these students. 
6. The heading “PARTICIPANT PROFILES” is listed on the dropdown menu on the HOME page.  Every JAG 

KY student in your class must have a PROFILE completed in a timely manner.  Input/update student 
information beginning there. 

7. ALL students must be documented in the JAG database in order for accuracy in student services 
reporting statewide.  If they aren’t on ENDMS, you should not be serving them. 

8. If a student TRANSFERS OUT of your class, delete them from the ROSTER, but keep them on the ACTIVE 
PARTICIPANTS LIST (Simply click PARTICIPANT NAME, ROSTER, REMOVE FROM ROSTER).  After it says 
“PENDING” beside the roster from which you are deleting them, EMAIL me with that student’s name 
so I can approve the deletion.  Once that is done, they will be off your roster and will not show up for 
model services again. 

9. If a student TRANSFERS from your school to a JAG program at another school, email me and I can 
transfer them and the completed profile to the roster of their new school. 

1. HOME + ALL ACTIVE PARTICIPANTS 
2. Scroll down to NEW ROSTER 
3. Click NEW ROSTER 

TYPE—Multi-Year 
SCHOOL YEAR—2018-2019 
NAME—It should automatically generate MULTI-YEAR 2018-2019 
ADVISORY COMMITTEE—Who will help you choose your students?   

Good candidates: 
Principal/Assistant Principal   Guidance Counselor 
Special Needs Instructor    School Psychologist 
Other Teachers     Parent Member 
JAG KY Alumni 

 
PARTICIPANTS from PREVIOUS YEAR?  Yes or No? 

  If yes, click yes and then click name of every student returning from previous year. 
  Click SUBMIT.  Your roster is created! 
 

STILL HAVE QUESTIONS?  Contact Marcie Hanson via email at marcie.hanson@martin.kyschools.us 

JAG KY 
BASIC TIPS FOR ENDMS DOCUMENTATION 

Marcie Ward Hanson, JAG KY Specialist 
Sheldon Clark High School  

Mentorship/ENDMS Director, JAG KY 
 

ROSTERS 
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ENTER + PROFILES 
 
ROSTER—Automatically generated. 
 
Information you MUST input in order to advance: 

 
IDENTIFICATION 

FIRST NAME 
LAST NAME 

MAILING ADDRESS 
STREET ADDRESS 
CITY 
STATE 
ZIP 
COUNTY 

CONTACT 
HOME PHONE 

DEMOGRAPHICS 
 BIRTH DATE 
 GENDER 
 RACE 
RELATIVE/FRIEND 
 Relationship 
 First Name 
 Last Name 
 Home Phone 
 
 
 
 
 
 
 
 
 
BARRIERS 
 Check ALL that apply!   
 A8—Has been suspended, expelled, or put on probation (In-School Suspension counts) 
 E19—Parent(s) in military.  Be sure to check if applicable! 
 01—List any additional barriers that might not be listed. 
 P1, P2, P3, P4 or P5—One or more of these should be checked for EVERY VR student. 
 W1—Check if applicable. 
 W2—Should be checked on EVERY student. 
 W3—Should be checked on EVERY student. 
 

ONCE COMPLETE, CLICK SAVE. 
 
At the end of each semester, review BARRIERS to update. 

  
 

 

NEW PROFILE 

PROFILE 
 DATE 
 GRADE IN SCHOOL 
 SCHOOL & WORK PLANS 
 MAJOR 
 EMPLOYER (If employed) 
 JOB TITLE (If employed) 

OCCUPATIONAL TRAINING (If enrolled in or     
planning to enroll in a career pathway or 
vocational education class) 

 SCHOOL (if currently enrolled) 
 PROGRAM (if enrolled or planning to enroll) 
 CURRENT LIVING SITUATION 
 NUMBER IN FAMILY 
 MOTHER/FIRST PARENT EDUCATION 
 FATHER/SECOND PARENT EDUCATION 
 MOTHER/CURRENTLY EMPLOYED? 
 FATHER/CURRENTLY EMPLOYED? 

FREE/SUBSIDIZED LUNCH (If you are in a school 
where EVERYONE receives free lunch, check ELIGIBLE) 

 CUMULATIVE GPA (For freshmen, 0.00) 
ABSENCES LAST SCHOOL YEAR  
CREDITS TOWARD HIGH SCHOOL 

GRADUATION 
CREDITS REQUIRED 
GOVERNMENT ASSISTANCE (Check all that  

apply) 

CLASS STANDING (No response for freshmen) 
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ENTER + MODEL SERVICES 

1. DATE—Daily Service Input 
 

2. LENGTH—Total Minutes Served  
 

3. SELECT ACTIVITY 
a. Academic Remediation—Basic skills improvement. 

TIME: 60 ACTIVITY:  Academic Remediation 
NARRATIVE:  JAG KY Study Hall period in which students worked on improving 
grades in other classes. 

b. Career Association—CA activities in or out of classroom. 
TIME: 60 ACTIVITY:  Career Association 
NARRATIVE:  Played Trainwreck, a fun leadership activity learned at NSLA and 
taught by delegates to CA members.  

c. Community Service—Community service activities organized through JAG-KY.  If you have a 
community service activity or a guest speaker in which students are involved for multiple 
hours, you can list a larger number of minutes.  For example, if your students do a 5 hour 
community service project, then you could put in 350 minutes for the LENGTH of the activity. 

TIME: 120 ACTIVITY:  COMMUNITY SERVICE 
NARRATIVE:  JAG KY members traveled to local elementary schools where 
they hosted a Christmas Party for low-income students. 

d. Employability Skills—JAG-KY soft skills instruction. 
TIME: 60 ACTIVITY:  EMPLOYABILITY SKILLS 
NARRATIVE:  Did mock employment interviews in class. 

e. Field Trips/Guest Speakers—JAG-KY sponsored field trips or guest speakers. 
TIME: 300 ACTIVITY:  FIELD TRIP 
NARRATIVE:  JAG KY students traveled to Logan Corp as a part of Kentucky 
Manufacturing Day. 

f. Group/Social Recreation—Middle School Only 
TIME: 60 ACTIVITY:  GROUP/SOCIAL RECREATION 
NARRATIVE:  JAG KY enjoyed positive socialization activity during school snack 
break. 

g. Guidance & Counseling—Group or individual counseling sessions.  Especially important for VR 
students.  Can be entered as a group or individually.  Summarize meeting details and any 
referrals to other agencies. 

TIME: 30 ACTIVITY:  GUIDANCE & COUNSELING 
NARRATIVE:  Notified all JAG KY students via social media that FRYSC is hosting 
a coat drive.  All contact information was included. 
 
TIME: 45 ACTIVITY:  GUIDANCE & COUNSELING 
NARRATIVE:  Met with John to discuss issues in his personal life.  After much 
discussion, referred him to school counselor. 

h. Other—This could include Advocacy (activities teaching students to stand up for their rights) 
or activities outside the regular classroom. 

TIME: 60 ACTIVITY:  OTHER 
NARRATIVE:  Worked with several JAG KY students on football homecoming 
activities. 

i. Work-Based Learning—Hands-on job participation either through internship or job shadowing. 
1. TIME: 120 ACTIVITY:  WORK-BASED LEARNING 
2. NARRATIVE:  JAG KY took part in the Groundhog Day Job Shadowing program 

working on-site at various job locations. 

JAG KY MODEL SERVICES 
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4. NARRATIVE—Describe daily classroom instruction. 
a. MULTIPLE COMPETENCIES--On an iMac, you can hold the COMMAND key or on a PC, hold 

the CONTROL key, and use the mouse to click on MULTIPLE COMPETENCIES without having 
to repeatedly scroll through the list. 

5. PARTICIPANTS—Click on the names of each student who was in attendance during that model 
service instruction. 

6. MONTHLY AVERAGE PARTICIPATION HOURS—Specialists should spend an average of 18 hours per 
participant, per month. 

7. MONTHLY GUIDANCE & COUNSELING HOURS—Specialists must document an average of 5.5 hours 
of G&C time per VR student, per month. 

8. ATTENDANCE— 
a. INFINITE CAMPUS—ENDMS sometimes will not match exactly what is recorded on infinite 

campus (it will show a student as present when they are on a field trip or if they are out of 
class testing), HOWEVER, it should match as closely as possible.  Do NOT post that a student 
is receiving services from you when they are not.  If they are absent, mark absent.   

b. HOMEBOUND—If you have a student on HOMEBOUND and you are sending their work to 
them, that student is STILL receiving that instruction from you and should be marked present.  
If you are NOT sending work to them, do NOT list that they are receiving services. 

c. SICK DAY/FIELD TRIP/PERSONAL DAY—If you are absent for some reason and have left work 
for the substitute to implement during your absence, then you are to list a model service for 
that day and tag every student who received that instruction. 

d. STUDENTS IN ATTENDANCE BUT NOT IN CLASS—So your seniors were called out for a college 
fair?  GREAT!  For their model service, list FIELD TRIP/GUEST SPEAKER and write “JAG KY 
seniors attended college fair in gymnasium.”   

e. SNOW DAYS—If you are providing lessons through Google Classroom or Edmodo, list the 
students who participate.   

f. FUNDRAISING ON A SATURDAY—A model service should still be listed.  A weekend fundraiser 
would be listed under CAREER ASSOCIATION. 

g. CDC/NSLA—If you leave at 8 a.m. for the CDC and are with your students until 11:30, then 
you list 900 minutes (15 hours) for that period of activity.  Don’t short yourself actual 
participation time, but be detailed in the narrative. 

9. GUIDANCE & COUNSELING—Can be entered as a group or individually.  Summarize meeting details 
and any referrals to other agencies.  This is VERY important for VR funding and billing. 

a. INCENTIVES—If you are in an incentive cycle, you should be recording the time you have 
spent documenting incentive success. 

TIME: 60 ACTIVITY:  GUIDANCE & COUNSELING 
NARRATIVE:  Set individual attendance, academic and behavioral goals for 
incentive distribution. 

b. INFORMATIONAL SERVICES—If you have a social media site for your class, the majority of 
your students like your page AND you post about services for students, that can be 
recorded as counseling time.  For example, during our water crisis, I posted water pick-up 
locations for students and their families.  If you post FRYSC services that target student 
needs, you can count that as G&C time.  

c. REFERRALS—If you speak to a counselor or special education instructor about a particular 
student, this can be counted as individual G&C time. 

d. JUSTICE SYSTEM—If you have a student that has been referred to the justice system and you 
meet with truancy officer, case worker or other relevant persons, this can be counted as 
G&C time, but explain in narrative. 

 



 

 

 

JAG KENTUCKY 2018-2019 

RETENTION STATUS 

1. GRADUATION—When students graduate, click ENTER at top menu and then drop down to 
GRADUATION and put in the graduation dates of each senior. 
 

2. At END OF THE YEAR, go to ENTER at the top menu, then down to RETENTION and put in the END 
OF YEAR STATUS for EVERY student.   

 
3. In SEPTEMBER of the FOLLOWING school year, use the same process to put in SEPTEMBER 30th 

status. 
 

FOLLOW-UP 

1. ENTER + FOLLOW-UP.  Go to ACTIVE PARTICIPANTS on left.  Scroll down to GROUPS, then “FOLLOW-
UP 2018.” 

2. FOLLOW-UP is done ONLY on GRADUATES from previous year.  You do NOT follow-up students who 
are still in high school.  For example, if it is the 2018-2019 school year, you follow up ONLY seniors 
from the 2017-18 school year. 

3. FOLLOW-UP on graduates begins the August AFTER graduation and goes until MAY 31st of the 
following year. 

4. FOLLOW-UP on graduates from previous year must be performed EVERY month.  The month of MAY 
is most important in determining final outcome, so do NOT omit follow-up for that month. 

5. NATIONAL JAG is very interested in employability status.  If student is going to school and working 
PART-TIME—even if it is only contingency style employment like babysitting or house-cleaning—be 
sure to mark that they are “SCHOOL WITH PART-TIME EMPLOYMENT.”  If they are working only part-
time with no school, mark “PART-TIME EMPLOYMENT.”   

6. You don’t necessarily have to list the job title and company under “JOB PLACEMENT” in order for it 
to count.   If you don’t have the information for JOB PLACEMENT readily available, just click the 
“X” at the top right-hand corner of the pop up screen.  Many businesses are, however, already 
added into the search bar for easy access.   

7. SCHOOL PLACEMENTS are often already listed in the search bar so it can be easily located.  If, 
however, you don’t have that exact information at hand, you can click the “X” at the top-right 
hand corner of the pop-up screen.  It will, however, continue to ask you for that information EVERY 
time you add a follow-up entry. 

8. SOCIAL MEDIA is very important in completing follow-up.  If you have a FB, Twitter or Instagram 
page, for example, and you require every student to like or follow at least one of them, you should 
be able to find some connection to them even a full year post-graduation. 

9. FAILURE TO DO FOLLOW-UP will put your continued employment as a JAG KY specialist in jeopardy.  
This is not only required by JAG National, but by JAG KY, as well.  It directly impacts 
documentation totals and funding options. 

 

FOLLOW-UP 


