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State Public Charter School Authority

Enrolling Children in Transition (Homeless) Students

1. Birth certificates, immunization documentation, and previous school records may not be readily available for homeless children new to the district.

a. Homeless students have the right to enroll immediately, even if they do not have required documents, such as immunization records, medical records, proof of residency, guardianship/caregiver documents. The term enroll includes attending classes and participating fully in all school activities.  Contact district Charter School’s  Homeless Children In Transition (CIT) Advocate Liaison Office for more information as needed.

· Schools will enroll an unaccompanied homeless student immediately.

· Uniform or dress code requirements should not delay enrollment for homeless student. Schools should develop sensitivity toward the needs of the children. Please notify district Charter School’s Homeless Liaison Office Children In Transition (CIT) Advocate if any assistance is needed.

b. In lieu of a birth certificate, alternative identification may be accepted on a temporary basis. The alternative identification documents may include an original hospital certificate or legal documents that include age information. The schools must immediately assist in obtaining the birth certificate. Contact district Homeless Liaison OfficeCharter School’s Homeless Children in Transition (CIT) Advocate for more information as needed.

c. Acceptance of any alternative identification document DOES NOT PRECLUDE the need for a birth certificate or abstract of birth (kindergarten and first grade) or other qualifying document, i.e., driver’s license with picture, valid passport, legal documents with student’s legal name and birth date (grades 2-12).

· The birth certificate for grades K-12 or other proof of identity must be presented to verify age and name within forty-five school days.  Note: Parents who enroll their children in full day kindergarten and first grade must be made aware that their child falls under Washoe County School District’s implementation of Nevada’s mandatory attendance laws.

· Enrollment during the forty-five days is conditional and a WCSD Agreement to Conditionally Enroll a Student must be completed..

· The forty-five days begins with the day of the student’s enrollment in the district; thus, if a student transfers after thirty school days, the receiving school must receive proper identification within fifteen days.

· The forty-five day period does not alter the state law requirement to notify law enforcement of any students for whom identification and/or student records have not been provided within thirty days of enrollment.

d. By definition, homeless individuals lack a permanent address. A permanent address is not required for school enrollment.

i. If no address exists use school address, i.e., living in an automobile. It is important to try to secure the name of an emergency contact or a phone number and/or address/location where they can be reached in case of an emergency.

j. Homeless students enroll in the school that is within the zone of attendance where the child is actually living/staying.

k. Homeless students can remain at the school of origin for the current school year. If it is feasible and if it is in the best interest of the child.

2. The school office staff/registering employee should process registration forms so the child may attend school immediately.

3. The school secretary/registering employee must enroll the student and notify the principal, the Title I Homeless Liaison, the School SiteCharter School’s CIT Advocate, the homeroom teacher, the counselor, nurse, and the Parent Involvement Facilitator, if there is one (at Title 1 schools) when a homeless child is admitted to school.

The Children in Transition Enrollment form is to be completed, verified, and signed by the School Site Advocate and principal and sent to the Homeless Liaison office.

4. A homeless student who has moved from one attendance zone to another may continue to attend his/her school of origin for the remainder of the school year to the extent feasible, and if in the best interest of the child.

a. Once identified Homeless, status continues for the student for the remainder of the school year even if permanent housing is secured.

b. The School Site Advocate is to contact transportation and fax the Children in Transition Transportation form to coordinate bussing.

c. Based on bus availability, transport homeless kindergarten and district preschool children.

5. Homeless students (Children in Transition/CIT) are eligible to receive free school meals if the school participates in the National School Lunch Program.
Note:  Upon initial registration of an identified CIT student, it is essential that the federal school lunch application be filled out as follows:

a. Once the enrolling student is identified as homeless, the CIT Enrollment form must be completed by the family or school.

b. The Secretary/Registrar gives the CIT form a copy of the enrollment form to the CIT Advocate for verification.

c. The CIT Advocate verifies the homeless status, signs, and dates the form. The CIT enrollment form form is then given to the principal to sign. This process must be done for every CIT homeless student including district transfers.

d. The principal signs the CIT eEnrollment form and the secretary marks the box titled “Child in Trans” on page 3 of the student panel in IC. The form is mailed to the CIT office.
e. 
f. The principal fills out and signs the zero income Federal Lunch Application if school participates.
The form is stamped with the Homeless/CIT Pending stamp if the student is new to the District or is a newly identified CIT student.  A transfer student with a CIT status from a previous Washoe County school does not need to fill out a zero income Federal Lunch Application.

g. The principal/designee gives the zero income Federal Lunch Application to the kitchen manager (if applicable)..

6. The school nurse and/or the WCSD Health Services should be notified by the school office staff/registering employee and School Site CIT Advocate when a homeless student is enrolled without proper or in order to help:

Develop staff awareness and sensitivity to the unique need of homeless students.

7. Immunization records are complete.

a. The school should assist with the acquisition of the immunization records.  Every effort should be made to reduce duplication of health services. Dates for immunizations and boosters should be diligently sought and made available to schools in a timely manner.

b. In addition, CIT Advocate Parent Involvement Facilitators at Title 1 schools (if applicable) and/or, the school nurse and/or the WCSD Health Services should track all homeless students to help alleviate enrollment barriers due to a lack of immunization records, medical records and concerns about communicable diseases, and to ensure that needed health services are provided but not duplicated.

c. The School Site CIT Advocate, Parent Involvement Facilitators (at Title 1 schools)if applicable and all necessary school personnel should be notified by the school office staff/registering employee when a homeless child is enrolled develop and implement strategies to encourage socialization for homeless children.

d. Reach out to parents/guardians of homeless children to encourage participation in special programs and parent involvement activities that are offered.

e. [bookmark: _GoBack]Convene child study/student assistant program meetings to include parents/guardians, the principal, the teacher, the Site CIT Advocate, and the counselor, if there is one, to discuss the student’s living conditions and those effects on the child’s ability to be 
f. 
successful at school. The school can identify and coordinate resources needed for the child in a timely manner.

g. School personnel should administer a quick educational screening instrument within the first week of school in order to diagnose student needs and provide the appropriate educational options.

Enrolling Foster Children

1. Pursuant to NRS 392.040, a child’s legal guardian or other person in the State of Nevada having control or charge of any child may enroll the child in public school. Washoe County Department of Social Services (WCDSS) is the legal custodian of foster children.  Foster parents are licensed by WCDSS to provide care and maintenance to foster children.

a. As an agent of WCDSS, a caseworker may enroll a child who is in the agency’s custody. The caseworker will provide the school with identity of the child’s foster parent and any visitation restriction that might be in place.

b. A foster parent may enroll the child, provided there is a Permission to Enroll form from WCDSS that states that the foster parent can enroll the student. Similarly, staff of the Kids Kottage Emergency Shelter may enroll the child with a completed Permission to Enroll form.

Note:  If a school does not know the name of the caseworker, the school should call the receptionist at WCDSS and ask for the name of the foster child’s assigned caseworker.

c. The child’s parent(s) may accompany the caseworker or the foster parent and the parent may complete the paperwork.

2. Children enrolling in kindergarten, first grade, or second grade for the first time must have proof of age an identity.  If a birth certificate is not available, a court document is acceptable. WCDSS will provide all available documents to the school.

3. Children transferring from other districts to Washoe County School District schools must also have proof of age and identity.  A maximum 45-day allowance is given to provide proof.

4. A child living with a non-relative with no legal guardianship may be an appropriate referral to WCDSS.

a. Circumstances to be considered would include the child’s status with Juvenile Probation, willingness of non-relative to secure guardianship or foster parent status, and willingness to care for the child.

b. School staff may discuss these cases with WCDSS staff.

5. Enrolling secretary/registrar must notify the school site advocate, the homeroom teacher, the counselor, and the nurse that the student is a foster child. The school site advocate will

work with the district foster care liaison and school personnel to implement the Protocol for Serving Children in Foster Care.

6. The school secretary/registrar must mark the “Foster Home” box on page 3 of the student panel in IC. From the “Relationship” box of the parent/guardian panel, click on the pull down menu and mark Foster Mother/Foster Father.

Note:  Some children coming from Kids Kottage may also be identified as foster children.  Upon foster care placement by WCDSS, the enrolling school will identify the foster child and follow the enrollment procedures for foster children.

7. The school secretary/registrar must remove the marked IC information upon notification from WCDSS or the foster parent that the student is no longer in a foster home.

8. Nutrition Services – The free/reduced meal application must be filled out by the foster parent.  A student who is placed in foster care will be directly certified and the information will be entered in IC.

a. Once a student is certified as a foster care student, the student is eligible for free and reduced meals for the entire school year even if the student is removed from foster care.

b. Foster children from families that receive qualifying TANF (Temporary Assistance for Needy Families) benefits, food stamps or transfer students who receive free meals from their previous WCSD school are categorically eligible to receive free meals.

c. Nutrition Services will provide free meals to foster kindergarten and preschool children who are enrolled at a school site/program.

9. Health Services – Every effort should be made to reduce duplication of immunizations.  Dates for immunizations and boosters will be diligently sought by WCDSS staff and made available to schools in a timely manner.

a. WCDSS caseworkers will provide all available immunization information to the school for each foster child in their care.

b. The parent retains the right to authorize medical treatment. However, if the parent’s decision or refusal to make a decision jeopardizes a child’s safety, the social worker can take the matter before the court.

10. Zoning – A foster student is not bound by zoning requirements.  No matter where the student is currently residing, the foster student may attend his/her school of origin.

11. Transportation – To the extent feasible, WCSDs transportation department will utilize available resources to transport foster students.

Protocol for Disclosure of Educational Records to the Educational Liaison for the Model Court for Foster Children

When student records are requested by the court appointed Educational Liaison to obtain records that are not included in directory information, the Educational Liaison may receive copies of the records as long as one of the three procedures listed below occurs.

1. The Educational Liaison has a parent release. The secretary/registrar will make a copy of the release for the student’s cumulative folder and provides copies of the requested student’s records for the Educational Liaison.

2. A copy of the Notice to Parent/Guardian letter is faxed to the school from DOA/SA. Note that ten (10) days after the date on the letter has expired, the secretary/registrar will make copies of the requested student records for the Educational Liaison. The Notice to Parent/ Guardian letter is placed in the student’s cumulative folder.

3. A copy of the Notice to School of Record letter is faxed to the school from DOA/SA stating that the rights of the parents have been terminated and the Educational Liaison may have copies of the requested student’s records without a parent’s release. The Notice to School of Record letter is placed in the student’s cumulative folder.

Enrolling a Married Minor

1. A married minor may enroll herself/himself as long as a marriage certificate is provided for proof.

2. A married minor may write his/her own absence notes.

3. It must be noted that a married minor spouse is not the “parent” or “guardian” of that minor student. The spouse is not a parent/guardian. The spouse does not enroll or write notes for a student.

4. A married student is not automatically emancipated. Emancipation requires a process through the court system and does not exempt a student from compulsory attendance nor does it disallow the rights of the parents as provided by FERPA.

CHANGING GRADE LEVEL AND/OR TRACK


1. Changing Grade Level

a. If the student has spent seat time in a grade level and then is changed to another grade level in the same school during the same school year, the student must be withdrawn and re-enrolled in the new grade level in IC.

b. If the student was incorrectly enrolled in the wrong grade level and did not spend any seat time in the incorrect grade level, the grade level must be changed using procedures outlined by Information Technology staff.

2. Changing Track or Changing Grade Level and Track

If the student spent seat time in one track and then is changed to another track in the same school during the same school year, the student must be withdrawn and re-enrolled in the new track in IC. The same re-enrollment code is used if the student changes grade and track.



REQUIRED DOCUMENTATION FOR STUDENT ENROLLMENT

ENROLLMENT FORMS

A copy of the most current enrollment form must be kept in the cumulative folder.

IDENTIFYING DOCUMENTS

1. Copies of documents presented to verify the student’s identity and birth date must be stapled in the back of the student’s cumulative folder.

2. However, if a parent/guardian refuses to allow the school to make a copy of the certified birth certificate, the school must document on the enrollment form that the certified birth certificate was examined and that the identity and age of the child were confirmed but no copy was made due to the request of the parent.

GUARDIANSHIP DOCUMENTS

Copies of guardianship documents, both court appointed and the Appointment of Temporary Guardian by Parent form, and the Parent Information for Students Living with Temporary Guardian, if applicable, are to be filed in the student’s cumulative folder and maintained in the office.

PROOF OF RESIDENCY/VARIANCE FORMS

A copy of documents demonstrating proof of residency (if the parent/guardian allows the school to make a copy) and variance forms are to be filed in the student’s cumulative folder.

IMMUNIZATION RECORD

The Immunization Record is to be filed in the student’s health file.

OFFICE COPY

Because student cumulative folder are often kept in the classroom or counselor’s office, it is strongly recommended that schools keep together a copy of the student’s enrollment form, proof of identity and birth date documents (e.g., birth certificate), and proof of residency (if available), and keep in a file in the school office or registrar’s office. This will save a lot of time on the part of the secretary or registrar when requests for this information are made, particularly after the cumulative folders have been sent on to another school.

ENROLLING STUDENTS IN INFINITE CAMPUS


CLASSROOM CONFIGURATION

The Department of Accountability requires that elementary schools collect information by student regarding the type of classroom configuration (self-contained, team-taught, other, or not in Nevada) in which he/she is enrolled during first, second, and third grades.

1. From the Enrollment page and in the State Reporting Fields, select the appropriate field:

· 1st Grade Config
· 2nd Grade Config
· 3rd Grade Config

2. Click on the arrow for the pull down menu, then select one of 1-4:

· 1.00 Self-Contained if the student is placed in a self-contained classroom
· 2.00 Team Taught if the student is placed in a team-taught classroom
· 3.00 Other if the student receives core instruction from someone other than his/her classroom teacher, e.g., rover, pull-out, etc. Check with your principal if you have a question regarding whether or not the student should be coded “3”.
· 4.00 Not in Nevada if the student attended school, but not in the State of Nevada

NOTE: If the student is enrolling into your school from another WCSD elementary school, you will need to follow steps 1-2 and change the classroom configuration designation if it is different from the classroom configuration in which he/she was enrolled in his/her previous WCSD school.
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