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The New York State Identification & Recruitment Program 
(ID&R) was established by the Bureau of Migrant Education State 
Education Department in 1974. The aim of this project is to 
identify and recruit migrant children (0-22 years old) throughout 

the state for educational and support service programs offered by the New York State Migrant Education 
Program. ID&R is critical because, often, the most mobile children are the most in need, and the most 
difficult to find. The Migrant Education Program (MEP) is a federally funded program, authorized by Title 
1, Part C of the Elementary and Secondary Education Act (ESEA). It was created to help migrant students, 
regardless of their nationality or legal status, succeed in their regular school program, attain grade-level 
proficiency, and meet challenging content and student learning standards that all children are expected to 
master. This program is free of charge to all eligible migrant students and services may include: tutoring, 
home visits, educational field trips, summer programs, parent involvement activities, emergency needs, 
and referrals to other services as needed. 

The mission of the New York State Migrant Education Program is to provide educational and human 
resource service opportunities which strengthen and enhance the development of the migrant child 
and the migrant family. 
 

Recruiter Position Description  
 

 To identify eligible migrant children, from 0-22 years of age, residing within their designated 
recruitment areas. 

Responsibilities:  
 To fully understand all state and federal guidelines as they pertain to the eligibility of children for the 

Migrant Education Program. 
 To perform interviews with potential Migratory Agricultural Workers, and/or with parents or 

guardians of potentially eligible migratory children, to pre-determine eligibility for the MEP. To 
complete the Certificate of Eligibility when appropriate. 

 To complete the Out of School Youth (OSY) Student Profile for each newly identified OSY and to deliver 
relevant mini-lessons when appropriate. 

 To maintain regular communication with the ID&R office (at least weekly). To complete and submit all 
required reporting paperwork and documentation in a timely manner.  

 To attend all required local and state Identification & Recruitment trainings. 
 To work in conjunction with the local Project Director of the assigned Migrant Education Tutorial and 

Support Services Programs (METS), and to establish procedures of communication concerning 
identification and recruitment information. 

 To develop partnerships with schools, agencies, and local community resources to identify and/or 
develop services that meet student needs.  

 To keep a log of potential employers of migrant laborers (agribusiness owners, growers, farmers, 
nurserymen, contractors, personnel managers of food processing plants, etc.) to gain leads regarding 
locations of migrant children. 

 To follow data security policies and protect student and family Personally Identifiable Information.  
 To review relevant research as it pertains to the migrant lifestyle, agricultural employment trends, etc.  
 To perform other duties as assigned by the ID&R Director and/or ID&R Training Coordinator.  
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ABBREVIATIONS 
BAM  Born After the Move 
BOCES  Board of Cooperative Educational Services 
CAMP  College Assistance Migrant Program 
CNA   Comprehensive Needs Assessment  
COE  Certificate of Eligibility 
COS   Continuation of Services 
CSPR  Consolidated State Performance Report 
DOB  Date of Birth 
DOE  Department of Education (U.S. Department of Education)  
DS  Data Specialist 
ECOE  Electronic Certificate of Eligibility  
ED  Education Department (U.S. Department of Education) 
ELL  English Language Learner 
EOE  End of Eligibility 
ESEA  Elementary and Secondary Education Act  
ESL  English as a Second Language 
ESSA  Every Student Succeeds Act  
FERPA              Family Educational Rights and Privacy Act  
GED  General Educational Development  
HEP   High School Equivalency Program 
HSE  High School Equivalency  
ID&R  Identification and Recruitment 
IDRC  Identification and Recruitment Consortium 
IEP  Individualized Education Plan 
LEA  Local Educational Agency 
LOA  Local Operating Agency 
MAW  Migratory Agricultural Worker 
MB  Multiple Birth 
MEP  Migrant Education Program 
METS  Migrant Education Tutorial and Support Services 
MSIX  Migrant Student Information Exchange   
NASDME National Association of State Directors of Migrant Education 
NRG  Non-Regulatory Guidance   
OME  Office of Migrant Education 
OSY  Out-of-School Youth 
PAC  Parent Advisory Council 
PFS  Priority for Service 
QAD  Qualifying Arrival Date 
SDP  Service Delivery Plan 
SEA  State Educational Agency 
SOMLA SUNY Oneonta Migrant Leadership Academy 
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QUALIFYING MOVE 
 A move made for reasons of economic necessity, across school district boundaries, involving a 

change in residence.  

MIGRATORY AGRICULTURAL WORKER 
 An individual who made a qualifying move in the preceding 36 months and, soon after doing so 

(within 60 days), engaged in new temporary or seasonal employment. 
OR 

 An individual who actively sought such new employment soon after the move and has a recent 
history of moves for temporary or seasonal agricultural employment. 

MIGRATORY CHILD 
 Meets the definition of a child- An individual who is younger than 22 years of age and is 

eligible for a free public education.  
 A child who made a qualifying move on his/her own or with/to join/to precede a migratory 

agricultural worker within the preceding 36 months. 

QUALIFYING ARRIVAL DATE 
 The date that begins a migratory child’s 36 months of eligibility.  
 The date that the child and the worker both complete the qualifying move. The child must move 

on his/her own as the worker, or with/to join/to precede the migratory agricultural worker.  

ADDITIONAL TERMS 
 Soon After- The worker must engage in qualifying work soon after the move in order to qualify 

as a migratory agricultural worker. Soon after the move is defined as within 60 days.  
 Engaged- The individual must engage in qualifying work soon after the move, meaning he/she 

must have performed the qualifying agricultural activity in order to be considered a migratory 
agricultural worker, or must have participated in a training or orientation related to that activity.  

 Actively Sought- An individual may be considered a migratory agricultural worker if he/she 
actively sought such new employment and has a recent history of moves for temporary or 
seasonal agricultural employment. Actively sought is defined as looking and/or applying for 
qualifying work. An individual’s statement may be used as evidence of actively seeking work. 

 Recent History of Moves- Defined as at least 2 moves that resulted in engagement in qualifying 
work within the preceding 36 months. 
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Children are eligible to receive MEP services if 
they meet the definition of a “migratory child,” 
and if the basis for their eligibility is properly 
recorded on a Certificate of Eligibility (COE). 

 
 

Eligibility factors: 
 

 Child 
� Age:  The child is younger than 22 years of age.  
� School Completion: The child is eligible for a free public education, or is not yet at a grade 

level at which the LEA provides a free public education. (If a child has an IEP diploma or 
graduated from high school in his or her native country, contact the ID&R Office for 
instructions.) 

 
 Child/Worker Move 

� The child made a qualifying move in the preceding 36 months as a migratory agricultural 
worker (see below) or a migratory fisher, or did so with or to join a parent/guardian or 
spouse who is a migratory agricultural worker or a migratory fisher. 
 

 Qualifying Move 
�  The child moved due to economic necessity from one residence to another residence, and 

from one school district to another, within the past 36 months. 
 

 Migratory Agricultural Worker  
�  A person who, in the preceding 36 months, made a qualifying move and, soon after doing so, 

engaged in new temporary or seasonal employment or personal subsistence in agriculture 
(which may be dairy work or the initial processing of raw agricultural products).   

� Or, an individual who actively sought such new employment, and has a recent history of 
moves for temporary or seasonal agricultural employment. 

Qualifying work: “Temporary or seasonal employment in agricultural or fishing work”. 
 Seasonal Employment: Occurs only during a certain part of the year due to the cycles of nature.  
 Temporary Employment: Employment that lasts for a limited period of time, usually a few 

months, but no longer than 12 months. It is determined based on… Employer Statement or Worker’s 
Statement. 

 Work can be agricultural, fishing, dairy work, logging, or initial processing of raw agricultural 
products. 

 
 

Information obtained from the Non Regulatory Guidance                             
Revised March 2017 



RECRUITER TOOLKIT |ID&R 6 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 *See page 46-47 for full-page printouts of these charts. 
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The interview starts with your initial 
conversation. Have paper and pen or your tablet 

ready. Start gathering information as soon as 
you introduce the program. 

 
Before you start the interview, you need the interviewee to trust you with their personal 
information. Here are some suggestions to help you gain the student’s and/or family’s trust: 

 Be friendly and professional.  
 Keep educational materials, brochures, backpacks, and other items on hand to promote the 

program and its services.  
 Use key words like school, scholarships, free program, ESL classes, and confidential.  
 Wear something displaying the MEP logo, or carry items with the program name.   
 Look for other doors or entrances if no one comes to the door.  
 If the student or parent can hear you through the door, mention the names of people they may 

know and trust already. (e.g. a tutor, recruiter, relative, another student, community leader, etc.) 
 If the student or family doesn’t open the door the first time, leave a business card and pamphlet 

with program information and with your contact information.  
 Speak with another person in the household or camp and explain the purpose of your visit.  
 Have other materials available like school supplies, children’s’ books, ESL lessons, etc. 
 Address any current student or family needs.   
 Ask questions to get to know the interviewee and weave the interview questions into natural 

conversation.  
 Find a common interest to break the ice.  

 

 Information That Must Be Collected:  
 Current Parent/Guardian Name(s)  
 Current Address  
 Phone Number(s) 
 Email Address(es) 
 Next of Kin Number- (Optional but very important, especially for OSY students) 
 Child Name 
 Child Date of Birth and Verification Code (How was DOB verified?) 
 Current Grade 
 Last Grade Attended (For OSY and DO students) 
 Current School District 
 Language 
 Race 
 Interviewee Name & Relationship to the Child  
 Worker Name & Relationship to the Child 
 Eligibility Information (Qualifying Moves and Dates, Qualifying Activity, and Employer) 
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1. Migratory Agricultural Worker 
a. Moved in the preceding 36 months: 

• When was the last time you moved? 
• Have you moved in the past 36 months? 
• Where have you lived during the past 36 months? 

b. For reasons of economic necessity: 
• Why did you decide to make the move? 

c. From one school district to another: 
• Did your children change schools during the move? 
• Where did you live before moving here? 
• What town did you live in before? 
• Where did you move from? Where did you move to? 

d. From one residence to another: 
• Did you move to a different home? 

e. Engaged in qualifying work soon after the move: 
• What type of work do you do currently? 
• Tell me about the work you have done in the past 36 months. 
• Has anyone in the family worked in agriculture or fishing during the past 36 months? 
• Did you ever move by yourself to work in agriculture or fishing? 
• When was the last time you moved to work in agriculture? 

f. OR Actively sought qualifying work, and has a recent history of moves for qualifying work: 
• Did you apply for a job in agriculture or fishing? 
• How did you find out about the job? 
• Why weren’t you able to do the type of work you were looking for? 
• Tell me about the agricultural/fishing jobs you’ve done during the past 36 months. 

 

2. Child Qualifying Move 

a. Moved in the preceding 36 months: 
• When did the child arrive to this area?  
•  Which family members made the move?   
•  Did you move together?  
• Were there separate moves? 
•  Have you and your family moved any other time in the past 36 months? 

b. For reasons of economic necessity: 
• Why did the child make the move? 

c. From one school district to another: 
• Where did you travel/move from? 
• Did your children change school districts? 
• Where are you currently living/staying? 
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d. From one residence to another: 
• Did you/your child/your family live in a different home before moving here? 

 

3. Child 

a. Age- Under 22 years old: 
• How old are you? 
• How old are your children? 
• What is your date of birth? 
• What year were you born? 
• Is anyone in the home/housing location under 22 years old? 

b. School Completion- Eligible for a free public education: 
• What grade is your child in? 
• How many years did you go to school in your country? 
• Have you ever attended school in the United States? 
• Did you graduate? 
• What kind of diploma do you have? 
• Did you complete/pass all required tests? 
• Have you ever been enrolled in a GED/TASC/HSE class? 

 

4. Child/Worker Move 

a. Child moved on his/her own as, with, or to join/precede the Migratory Agricultural Worker: 
• Did you move on your own to work in agriculture or fishing? 
• Did you move here together with your children? 
• Have you made any moves together during the past 36 months? 
• When did the Migratory Agricultural Worker arrive?  
• When did the child(ren) arrive? 
• What was the reason that the moves were made at separate times? 

 
 
 

*A COE must be completed every time a child makes a new qualifying move with, as, or 
to join a currently eligible MAW. A COE or MAW Residency Update Form must be 

completed every time a currently eligible child moves across school district 
boundaries. (See page 31 for more details about when to complete a MAW Residency 

Update Form.) 
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1. Trabajador Agrícola Migratorio 

a. Se mudó durante los últimos 36 meses: 
• ¿Cuándo fue la última vez que te mudaste? 
• ¿Te has mudado durante los últimos 36 meses? 
• ¿Dónde has vivido durante los últimos 36 meses? 

b. Por necesidad económica: 
• ¿Por qué te mudaste? 

c. De un distrito escolar a otro: 
• ¿Los niños cambiaron de escuela después de la mudanza? 
• ¿Dónde vivían antes de mudarse a la casa actual? 
• ¿En cuál pueblo/ciudad vivían antes? 
• ¿De dónde te mudaste? ¿Para donde te mudaste? 

d. De una residencia a otra: 
• ¿Te mudaste a una casa diferente? 

e. Realizó nuevo trabajo elegible poco después de la mudanza: 
• ¿Qué clase de trabajo haces? 
• Cuéntame sobre los trabajos que has hecho durante los últimos 36 meses.  
• ¿Alguien en tu familia ha trabajado en la agricultura o la pesca durante los últimos 36 

meses? 
• ¿Te mudaste por ti mismo (solo) para trabajar en la agricultura o la pesca? 
• ¿Cuándo fue la última vez que te mudaste para trabajar en la agricultura? 

f. O Buscó activamente el trabajo elegible, y tiene una historia de mudanzas recientes para 
realizar el trabajo elegible:  

• ¿Aplicaste por algún trabajo en la agricultura o en la pesca? 
• ¿Dónde aprendiste de este trabajo? 
• ¿Por qué no realizaste el tipo de trabajo que buscaste? 
• Cuéntame de los trabajos en la agricultura y la pesca que has realizado durante los 

últimos 36 meses.  

 

2. Mudanza Elegible del Menor  

a. Se mudó durante los últimos 36 meses: 
•  ¿Cuándo llegaste a esta área? 
•  ¿Cuáles miembros de la familia se mudaron en esta fecha?   
•  ¿Se mudaron juntos?  
• ¿Por qué se mudaron en fechas separadas? 
•  ¿Tu familia se ha mudado a otro lugar durante los últimos 36 meses? 

b. Por necesidad económica:  
• ¿Por qué te mudaste? 
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c. De un distrito escolar a otro:  

• ¿De dónde te mudaste? 
• ¿Los niños cambiaron de escuela después de la mudanza? 
• ¿Dónde vives ahora? 

d. De una residencia a otra:  
• ¿Te mudaste a una casa diferente? 

 

3. Menor 

a. Edad- Menos que 22 años de edad:  
• ¿Cuántos años tienes? 
• ¿Cuántos años tienen los niños? 
• ¿Cuál es tu fecha de nacimiento? 
• ¿En qué año naciste? 
• ¿Alguien en la casa/campamento tiene menos que 22 años? 

b. Terminación de escuela- Elegible para una educación pública:  
• ¿En qué grado esta tu hijo? 
• ¿Cuántos años asististe la escuela en tu país? 
• ¿Has asistido a la escuela en los Estados Unidos? 
• ¿Te graduaste de la escuela? 
• ¿Qué tipo de diploma tienes? 
• ¿Pasaste todos los examines necesarios? 
• ¿Has tomado una clase de GED/TASC/HSE? 

 

4. Mudanza del Menor y Trabajador 

a. Se mudó como el trabajador, o con/para unirse con/para preceder el trabajador agrícola 
migratorio:  

• ¿Te mudaste por ti mismo (solo) para trabajar en la agricultura o la pesca? 
• ¿Se mudaron juntos? 
• ¿Se han mudado juntos durante los últimos 36 meses? 
• ¿Cuándo llegó el trabajador agrícola migratorio?  
• ¿Cuándo llegó el(los) niño(s)? 
• ¿Por qué se mudaron en fechas diferentes? 
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In New York State we use the National COE, 
and recruiters use tablets to fill out 

Electronic COEs within a system called 
MIS2000. Every COE must include the 

following data elements: 
 

 Program/METS 
 County  
 School District  
 Residency Date- The date that the child entered the current school district.

I. Family Data: 
 Enter all data fields in capital letters.  
 List the names of the child’s current parent(s) or guardian(s). 
 If the student is an unaccompanied OSY leave the parent/guardian names blank. Put the student’s 

phone number and/or email address in the fields next to Current Parent/Guardian 1.  
 Fill in current address and other contact information. Use correct abbreviations when listing the 

address (e.g. ST, RD, etc.) See page   for a list of official address abbreviations. 
 List the name and number of someone in the household who knows the family or student in the 

“Next of Kin” fields. This is not a required data element but can help with future communication.  
 If a response is not required or does not apply, leave that section blank.  

 
A Residency Move is when a currently eligible child moves across school district boundaries but 
didn’t complete a Qualifying Move with a Migratory Agricultural Worker. If a Residency Move is 
made and both the QAD and MAW move date are within 36 months of the interview, a new COE 
should be completed. The recruiter should update the Family Data and issue a new Residency 

Date. The Qualifying Section will remain the same. 
 

 

II. Child Data: 
 Complete a separate COE for any child with different current family info or different eligibility info 

(including a different QAD). Also put each OSY or DO on their own COE.  
 To answer the Multiple Birth Question (MB) write (N) for No and (Y) for Yes. Answer yes if there 

are multiple children on the COE born on the same date (twins, triplets, etc.)  
 To complete the Birth Date Verification Code: Record the four number code that corresponds to the 

evidence used to confirm each child’s birth date. The recruiter may rely on a parent or guardian’s 

See attached example of 
the completed COE on 

page 18-19. 
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verbal statement. In such cases, you should record “1007” – the number that corresponds to 
“parent’s affidavit.” (See the reference guide for certificate of eligibility completion on page 31). 

 For pre-school students, use the code P plus their age in the Grade field. For K-12 students, use the 
grade they are currently enrolled in, or the grade they have just completed.  

 
 If the student is an OSY write code OS in the grade section. If the student has dropped out of school 

in the United States, use the code D+. Record the last grade attended for any OS or DO; you can leave 
this field blank for in-school or pre-school students.  You can use the Birth Date Verification code of 
“9999,” or “Other,” when an OSY or unaccompanied minor tells you what their date of birth is.  

 If you provide a mini-lesson to an OSY at the time of the interview, you can record which lesson you 
delivered in the “Services” section below each child’s data.  
 

 
III. Qualifying Moves and Work: 

Section 1 
 Document the child’s most recent Qualifying Move across school district boundaries.  

 

Section 2 
 Record the Child/Migratory Agricultural Worker move information. Mark if the child moved as the 

worker, with the worker, or to join or precede the Migratory Agricultural Worker. If you mark “to 
join or precede the worker” in section 2a, you must also complete section 2bi and provide a 
comment in the “Eligibility Comments” data section directly to the right of the qualifying section.  
 

Section 3 
 Describe the most recent Qualifying Move the worker made in order to become a Migratory 

Agricultural Worker.  
 Include the date the Migratory Agricultural Worker completed the Qualifying Move, and where 

they moved to/from.  
 If the worker engaged in qualifying work soon after the move (within 60 days) mark 3a. If the 

worker did not engage in qualifying work soon after the move, mark 3b if the following conditions 
are met: 

o The worker actively sought new qualifying work, AND 
o Has a recent history of moves for new qualifying work (2 moves in the past 36 months).  
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 If you mark 3b, or if you mark 3a and the worker engaged in qualifying work more than 60 days 
after the move, provide a comment in the “Eligibility Comments” data section to the right of the 
qualifying section.  
 

Section 4 
 Describe the agriculture or fishing work the Migratory Agricultural Worker performed or sought. 
 Include the worker’s action (verb) and the agriculture or fishing product (noun).  Example: Picking 

apples, milking cows, cutting chicken, etc.   
o Include enough information so that a third party can look at the COE and know that the 

worker is engaged in agricultural work.  
 Choose if the work was temporary or seasonal, and agriculture or fishing. 

 

Section 5 
If you selected temporary employment in the Section 4a: 

 Mark if you determined the work was temporary based on:  
o 5a- Worker’s statement or a statement by a member of the worker’s family.  
o 5b- Employer statement or documentation provided by employer.  

 Mark the amount of time (less than 12 months) the worker or employer states the work will last 
based on the options listed in the “Eligibility Comments” data section to the right of the qualifying 
section.  

 Record the Employer Information in the temporary statement portion of the “Eligibility 
Comments” data section whenever possible. This information is required for any temporary 
employment, and is preferred for any employer located within New York State.  
 

Section 6 
 The Qualifying Arrival Date (QAD) is the date that both the child and the Migratory Agricultural 

Worker completed the Qualifying Move.  

 
IV. Eligibility Comments Section 

 This section allows the recruiter to include additional details that clarify reasons for eligibility.  
 Fill out this section when indicated previously in the COE instructions.  
 The “General Comments” field can be used for other necessary comments, such as in cases where 

guardianship needs to be explained, etc.  



RECRUITER TOOLKIT |ID&R 15 
 

 
 

V. Signature Section 
 Summarize the COE, Health, and FERPA statements to the interviewee, and offer the interviewee 

the opportunity to read the statements (use the Language tab to switch between English and 
Spanish.) 

 The interviewee should sign and date the COE on the day the interview is conducted. Record the 
interviewee’s relationship to the child (Waive the physical signature and use the verbal authorization 
check box when a remote interview is appropriate). Physical signatures are required on COEs of K-
12 students whenever possible.  

 If the interviewee cannot sign his/her name, he/she must mark an “x” in the signature section.  
 If the parent refuses to sign, the recruiter must document this in the COE comments section. 
 The recruiter should sign the COE immediately after the form is completed.  
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Additional Information & Forms

 

 Make sure to complete all required data elements and sections of the COE. In cases where a response 
may not be required or does not apply, leave the section blank while completing the ECOE.  
 

 When completing a COE for a family, you must fill out a separate COE for any child who has a 
different qualifying arrival date (QAD) or any child who has different eligibility criteria than the rest 
of the children in the family. Each Out-of-School student should be listed on their own separate COE.   
 

The recruiter must not include any child who: 
 Was born after the qualifying move (BAM). 
 Is not eligible to receive a free public-school education (e.g., has graduated from high school in the 

United States or in a country with similar graduation requirements, or has obtained a general 
educational development (GED) certificate.) 

 Did not make the qualifying move described on the COE. 
 Is 22 years of age or older at the time of the interview. 

 

 The recruiter should write clear and detailed comments so an independent party who has no 
prior knowledge of the eligibility determination can understand the recruiter’s reasoning for 
determining that the child(ren) is eligible.  

 The recruiter must provide comments that clearly explain items 2bi, 3a, 3b, 4, 5a, and 5b of the 
Qualifying Move & Work Section, if applicable. There is also a General Comments section where 
recruiters can record guardianship information, or any other “out of the ordinary” COE 
information that may not make sense to the reviewer without additional documentation.  

 

 When a family or student referral is received by a full-time recruiter, they should make the first 
attempt to follow up on that referral within 48 hours of receiving it. Part-time recruiters should 
follow up on referrals as soon as possible, preferably making the first attempt the next day they 
are working for the MEP. Update the referral source on the results of the interview, even if the 
family or student does not qualify for MEP services.  

 If a recruiter is going to be taking more than two consecutive days off, they should reach out to 
the ID&R Training Coordinator (Emily Callaghan) so that she can cover referrals during their 
absence, or to decide who to assign referrals to during their absence.  

 The COE should be submitted by the recruiter within 48 hours of the interview.  
 Data Specialists should review and forward newly-received COEs to the SEA Reviewer (Will 

Messier), or reject any with necessary corrections, within 48 hours 
 The SEA Reviewer should accept new COEs, or reject any with necessary corrections, within 48 

hours.  
 Contact the ID&R Office (Emily or Will) immediately if you have any questions concerning the 

eligibility of a child. 
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Each school year typically goes from early September through late June. Summer period for in-
school students goes from late June through the end of August. These dates are based on the 
school calendar. Check with the ID&R Office for accurate dates.  Note: Summer for OSY and Pre-
School students begins earlier (normally on May 15th of each year.) 

Sometimes a recruiter may discover additional information after an interview that affects their previous 
eligibility decision. If after submitting the COE you receive information that verifies that the child(ren) 
doesn’t qualify for MEP services, you must fill out an Eligibility Reversal Form.    

IMPORTANT: Contact the ID&R office before sending the form to review the decision with the 
ID&R Director.  
After reviewing the eligibility reversal decision, complete the form and mail the original to the 
ID&R Office.  Keep a copy for your records.  
The ID&R Director will make the final decision and send the determination to the METS and the 
recruiter. 
See attached example form on page 20.  You can request this form from the ID&R office.  

*See the following pages for examples of the completed and printed versions of the COE
and Eligibility Comments section, as well as an example of an Eligibility Reversal form.
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Every time an eligible student leaves a school 
district, the recruiter needs to submit a 

departure form to the METS.  Departures can 
be completed on paper or electronically.  

 
 
 

 

 Home Visits- Check for departures or new arrivals every time you visit a home or camp! 
 Verify if all currently enrolled student are still living at the residence. 
 Ask if any new families with children or students under 22 years of age have arrived recently.                    
 If the current student or students are still at the residence, ask if they have moved to another 

residence and returned since the most recent enrollment date you have recorded for them.  
o Example: You are the recruiter for the town of Auburn. You are visiting a current OSY who 

you previously did a COE for, with a most recent enrollment date of 7/15/2023. You discover 
that since your last visit, the student moved from Auburn, NY to Albion, NY on 8/8/2023 to 
pick apples. The student came back to Auburn, NY on 10/30/23.  After a complete interview, 
you discover you can complete a new COE for the student with an updated QAD of 10/20/23.  

 

 What if the student is no longer living at the residence? 
Find out where the student moved to. You could ask questions like:   

 Did the student move in with a family member? Where does this family member reside?  
 Did the student move to a new farm? Where? How far away is the farm? 
 Does the student still live in New York State? About how many hours away?  
 Did the student move to another state? Did they go back to their home country?                                                                                                                 

(To obtain more specific information you could check with METS Tutors, School Districts, ABCD 
Centers, Employers, MSIX, etc.) 
 

If you did not complete the original ECOE on your tablet, you will need to complete a paper 
departure. The departure form can be printed from MIS2000, or you can request a blank form from 

Emily or from your Data Specialist.  

 Completing the Paper Departure Form 
 Obtain specific information to fill out the departure/movement section.                              

Destinations to “Unknown” locations are not acceptable. 
o Movement Date: The date the student left the school district. 
o Destination: New Street Address, School District, City, State, Country, and Zip Code. 

 After completing the form, date and sign it and submit it to your DS. Keep a copy for your records.  
 

 If the student moved to a new school district within New York State: 
 Contact the receiving recruiter to provide them with the referral and student information. 
 If you need to send an email containing student personal identifiable information (PII), type the 

information in a Word or Excel document and password protect the file before attaching to the email. 
o Call or text the receiving recruiter with the password.  

 Work together with the receiving recruiter until you find the student in the new district. Make sure 
your departure information aligns with the information on the new COE. 
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11/15/23 

1234 Main St. 

Rochester SD 

Rochester NY 14619 

New COE #: 123456  

If a new COE is filled out, 
add the new COE number next to 

the movement date, then sign 
and date the Departure Form. 

12/10/2023 
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Follow the same steps to collect accurate 
departure information when completing an 

electronic departure. Use MIS2000 to complete 
the departure if you completed the original 

ECOE.  
 

 
 
 

 Enter the Departure Information 
 The minimum information required is Departure Date and Country of Departure. State of Departure 

is also required if the student moved within the United States. Enter as much departure information 
as possible, especially if the student has moved within New York State.  

 If there are multiple children on the COE, the recruiter must select which one(s) the departure 
information is being entered for. Click the check box next to the name(s) of each student you need 
to depart.  
 

  
 

 Submit the Departure Request and Perform an Upload 
 Click the “Submit Departure Request” button, then perform an upload to send the departure 

information to your Data Specialist.  
 Once you have submitted the departure, it will be listed as “Departure Requested.”  
 Once the Data Specialist enters the departure information and you perform an additional upload, 

this message will change to “Departure Approved.” Once all students have been departed from the 
COE, the message will read “No students available to depart.”  

 The COE Departure section can be found between the “Qualifying Moves and Work” and the 
“Signature” sections of the COE. This section will be left blank when you complete the original COE, 
and will not be completed until the student moves out of the school district in which that COE was 
completed. A move to another residence in the same school district will require the COE address to 
be updated by your Data Specialist, and will not require a departure.  
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The Migrant Student Information Exchange (MSIX) 
allows states to share demographic and educational 

information on migrant children who travel from 
state to state and who, as a result, have student 
records in multiple states’ information systems. 

 

MSIX is a useful tool to provide recruiters with extra information in order to complement an eligibility 
determination or speed up the process in completing the COE. Some other benefits are: 

 Access to student demographics like: name, birth date, birth place, parent information, etc. 
 Access to recent and prior qualifying move information, qualifying arrival date, expiration 

and/or withdrawal dates, etc. 
 Provides school district information and, additionally, states can notify each other when a 

migrant student is moving from one state to another. 
 Offers the possibility to locate students that have departed to an unknown location. 

TO ACCESS MSIX VISIT: msix.ed.gov 

For username and password, please contact 
Will Messier at 518-804-3457 

wilfred.messier@oneonta.edu  
STEP 1- Login 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 *Warning: If you try your password 

and fail twice it will block your 
account. Contact Will Messier for a 

new password. 

Multi-Factor Authentication: MSIX now requires you to enter a 
MFA code each time you log in. When you create your account for 
the first time, you will receive instructions on how to download 

an MFA app to your desktop or mobile device.   

https://msix.ed.gov/
mailto:wilfred.messier@oneonta.edu
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STEP 2- Dashboard 
 
 
 

 

 
STEP 3- Basic Student Record Search   
  

 

 
 
 
 
 

Select “Search” to look for student information, 
or enter student information below.  

You can choose 
to enter a few 
letters or the 
entire student 

name. 

Entering any 
of the other 

search 
criteria is 
optional. 

Press Search 
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STEP 4- Advanced Student Search  
 

 
 
STEP 5-Search Results 
 

 

 
 
 
 
 
 

These search 
elements may 
be useful when 

looking for a 
specific student.   

Click here to 
select the 

student and 
view files. 
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STEP 6- Student Record View 
 
Student Overview 

 

Enrollments 

 

 

 
 

Withdrawal/ 
Departure Date 

Enrollment 
date 

For questions or more information, please contact the                                                     
ID&R Office (518) 804-3457 

Last School/    
Program 

Attended by 
Student 
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“Migrant farmworkers have the right to be visited 
in labor camps where they reside by doctors, lawyers, 

labor union representatives, the clergy or other persons 
during non-working hours without interference by their 

employers or owners of the labor camp.” 
November 25, 1991/ Robert Abrams, Attorney General 

 
As recruiters, we have the right to visit farmworker labor camps and workers’ homes to identify eligible 
migrant children. However, the situation could turn tense if the farmer doesn’t allow access. We want you 
to be informed of the law; however, we must act carefully to prevent hurting the workers or the program’s 
reputation in the process. 

 
The following is a list of ideas to help you choose the right way to access migrant housing. 

First impressions count! Making a good impression during your first visit is the key to a successful 
relationship for future recruiting opportunities. Don’t argue with farmers. 

Understand the farmers’ point of view. Some farmers might not welcome outsiders on the premises 
because: 

 They may want to protect undocumented workers from being detained. 
 They may want to protect workers from being taken advantage of. 
 They may not want the workers disturbed during their free time.  
 They may not want workers to talk about what is happening on the farm. 
 The farmer might just be very busy and not want to be bothered. 

 

Presenting the Migrant Education Program to Farmers 
There are signs you can look for that will indicate if you should talk to the farmer before contacting the 
workers: 

 Is the housing on the farm property? 
 Is the farmer living at/near the workers’ housing site? 
 Is the farmer nearby when you stop to make a visit? 
 Is this a new farm where you haven’t met the farmer before? 

 

Tips for Presenting the Migrant Education Program to Farmers 
 Be prepared!  Have information and resources available to share. Make sure to have copies of the 

Farmer Flyer on hand with information to help farm owners access resources such as the Spanish 
for Agribusiness Owners book (see example of flyer on page 42).  

 Be sure to have your ID within reach at all times in case you are asked for it.  
 Break the ice by asking for help updating farm directory information. 
 Rehearse ahead of time to be prepared for what you want to say.  
 Keep it as short and concise as possible. 
 Give the grower the opportunity to ask questions and be prepared to answer.  
 If you don’t know the answer, share contact information and follow up later. 
 Be cordial, positive and patient even if the farmer asks you to leave. 
 Don’t give up, just try again another time! 
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Tips to Obtain Access to Migrant Labor Housing 
 Identify the locations where farmworkers live. 
 Be prepared with handouts and leave them at the door if no one is present. 
 Ask the farmer or landlord to introduce you to the workers. 
 Ask another organization that works with the workers/families to help you gain access. 
 Visit housing on a Sunday. 

 

If the farmer still doesn’t allow access: 
 Don’t argue with farmers. If you do, you could put the workers at risk of being fired for speaking to 

you. The farmer you argued with could share the situation with other farmers, closing the 
opportunity to access other farms/housing.  

 After the farmer sees you at the farm housing a few times, it is more likely they won’t interfere again. 
Try to find a crew leader or head of the household to make contact with if you are unable to gain 
access by contacting the farmer.  

 

LAWS RELATED TO ACCESS TO LABOR CAMPS 
 
Thousand Island Park Assn. v Tucker 
173 NY 203 (1903). 
 
“Migrant farmworkers living in labor camps are tenants within the meaning of the New York State’s Real 
Property Law. As tenants, migrant farmworkers have the common law right to receive guests of their choice. 
One of those rights is the right to receive guests of their choice without interference from the farmer or 
landowner who acts as their landlord.” 
 
Colbee 52nd Street Corp. v Madison 52nd Corp. 
8 Misc. 2d 175 (NY Co 1957) 
Affd, 5 AD2d 971 (1st. Dept. 1958)   
 
“Thus, the farmer or grower who acts as the landlord does not have the right to screen, control, require prior 
notice or warning, or otherwise deny access to any person the migrant farmworker wishes to see in the 
farmworkers’ living quarters.” 
 
Folgueras v Hassle  
Supra, 331 F Supp. AT 624-625  
 
“The property rights of a migrant camp owner do not include the right to prevent access to his camp to guests 
of migrant workers or to persons working for any governmental or private agency whose primary concern is 
the health and welfare of migrant workers.”  

 

If you have problems accessing farm housing, please 
contact the ID&R Office immediately. 

(518) 804-3457  
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Every year the ID&R Office releases a list of 
students from the previous fiscal year that have 
not yet been departed. We refer to this list as the 
Still Here List, or the Residency Verification List.  

                                                                                                                              
 
 

The Still Here List contains names of the students that need to be called, visited, and/or confirmed by the 
METS to still reside in the current school district. The list includes the student name, school district, COE 
Number, COE address, phone number, and departure information. This list is very important, as we cannot 
receive funding for these students during the current fiscal year without this verification. Students who 
have already had a service recorded during the current performance period will automatically be removed 
from the list. This means you will be reaching out to students that may be harder to reach.  

Start with the students you have recently visited and know are still here. Then, meet with the 
METS to see if they have any additional information about the students on the list. This will make your 
list of students to call/visit much smaller, and will help you complete the process faster.  
 

To obtain the required information you could: 

Check with the METS: Schedule a meeting with the METS Director and/or Data Specialist to find out 
which students they know are still here. If a student has received a service on or after 9/1 of the current 
year, you can use their most recent date of service as their still here date.   

Visit or call the student/family: This is a great opportunity to re-visit the family, ask if there is 
someone new at the house or community, and check to see if a student needs to be departed.  

If the student on the list is still living in the same school district, write the date the student was last 
seen in the SH Date space. If the student is no longer in the school district, find out when the student 
departed and record the departure information above the student address.  Example: 12/15/2015 to 
Orlando, FL (see below). 

In the Verified By section: Write how you obtained the information. For example, verified by Home 
Visit, Phone Call, or METS. Then sign your name in the Recruiter Signature section.  

When you complete most of your list, mail it directly to Lisa Rivera. She will send you a smaller, cleaned 
up list of the remaining students that you can work on finishing before the end of the reporting period.  



Step 1: Contact Will 
 

 Will Messier is the only person in New York State who can create a MAW Residency Update form. Contact 
Will with the most recent COE number of the student(s) you need him to create the form for.  

 
Step 2: Upload to Receive MAW Residency Update Form 
 

 After Will creates the form, the recruiter should perform an 
upload on MIS2000 to receive the MAW Residency Update 
Form. The form should have the same COE number as the 
original COE, but with the letter A at the end.  

 
Step 3: Update the Residency Information 
 

 The recruiter should update the information in the Family Data section, and children can be removed from 
the form if not everyone who was on the original COE made the residency move. Qualifying information, 
eligibility comments, and child information CANNOT be updated, as this form is not a new COE.  

 
Step 4: Collect New Signatures, Submit and Upload 
 

 The recruiter should ask the interviewee to sign the form and should sign the form him or herself. Then, he 
or she should submit and upload the form using the same process that is normally used to submit ECOEs.  

 
Step 5: The Review and Approval Process 
 

 The Data Specialist and Will both review the form. Once Will approves the form and the recruiter performs 
another upload, the MAW Residency Update Form should be listed as “Approved.”   

The MAW Residency Update form may look like a COE, but it is not a 
new COE. This form should be used to update residency information 
for eligible children who have made a move to a new school district 
and still have remaining eligibility from a previous COE, but are 
unable to receive a new COE because there is no currently eligible 
Migratory Agricultural Worker at the time of the interview.  

 

Residency Moves: 

Residency moves are when a currently eligible migratory child makes a move to a new school district that does NOT result 
in an updated QAD. Residency moves may be made when the new move is not a qualifying move, or when the child makes 
a qualifying move without a MAW. 

• If both the QAD and MAW date fall within the previous 36 months on the day you are interviewing the family in 
the new district, then you can create a new COE. 

• If the QAD falls within the previous 36 months but the MAW date does not, then you must request a MAW 
Residency Update Form. 

• If neither the QAD nor the MAW date fall within the previous 36 months, then no new form can be completed.  
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*These forms are only examples of 
techniques used for recruiting. Consult with 
the ID&R Office before modifying any form.  
Notify your assigned METS before using any 

new handouts or flyers. 
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