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(Background Information for Policy Review Committee)
 

 
Recently, the Connecticut State Department of Education (SDE) promulgated the Guidance for 
Connecticut School Districts: Enrollment Process and Practice. A purpose of this document is 
to ensure that the information posted on district and school websites pertaining to the enrollment 
of children in district schools does not have the unintended effect of discouraging the enrollment 
of students. 
 
Previous Education Commissioner Dr. Miguel A. Cardona, in a memorandum to school 
superintendents, dated December 2, 2019, stated, “In reviewing the approaches districts take to 
student enrollment and registration, CSDE identified as a best practice central registration pages 
that highlighted the district’s statement on inclusive enrollment. It is also particularly welcoming 
that some districts include on their websites a specific note to homeless students that the 
McKinney-Vento Act provides protections in connection with the enrollment process and an 
affirmation of the allowance of registration regardless of citizenship.” 
 
The aforementioned Guidance provides very helpful information for districts regarding the 
enrollment process. It confirms the duty of school districts under federal civil rights laws to limit 
the decision of whether a child may enroll in school solely to checking the specific information 
necessary to confirming the student’s residency in the district and age. In making the enrollment 
determination, “it can be a violation of law to ask for information or documents that are not 
necessary for determining age or residency or to give parents/guardians the impression that if 
they do not answer certain questions or provide certain documents, the child cannot enroll.” 
 
It is further suggested that districts should separate enrollment and data collection into two 
separate interactions. How this can be done is illustrated in the Guidance. 
 
A recommendation is made in the Guidance that districts should clearly communicate to staff 
and parents/guardians that: 
 

1. A child who resides in the district has a legal right to enroll in school if residency and age 
are confirmed. 

2. A child who is homeless does not need to show residency. 

3. There are various ways of showing residency and age, and no specific documentation is 
required in order to enroll. 

4. The district may need to request additional information as part of its data collection 
obligations, but this will not affect the child’s enrollment. 

 
Helpful information to guide the enrollment and data collection process is included in the 
Guidance. Excerpts of that information follow. 
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Information/Documents Relevant for Enrollment 
 
Residency in the District 
 
Districts should request only documentation which is useful in establishing town of residency. 
 
Districts should not, when determining residency, request documentation of citizenship or 
immigration status of a student or the student’s parents or guardian. This documentation is not 
relevant to establishing residency. 
 
There are many documents which may be used to establish residency which will not have the 
effect of discouraging the parents of immigrant children, documented or undocumented, from 
enrolling the children for school. Examples include: 
 

• A current apartment or home lease agreement, a mortgage document, property tax record, 
rent receipt, home owners insurance. 

• A current utility bill (electric, gas, water), cable, home or cell phone bill, insurance 
correspondence. 

• Current proof of government benefits (Disability, Medicare, Supplemental Nutrition 
Assistance Program, SNAP) or other government correspondence showing an address. 

• A current Connecticut driver’s license, automobile registration, automobile insurance. 
 
If documents such as these cannot be provided because the parent and student live with someone 
else, an Affidavit of Residence from a parent, guardian or from the person with whom the child 
resides, signed before a notary or commissioner of the superior court, may be used. 
 
Proof of Age 
 
School districts have the right to determine a student’s age. An original or certified copy of a 
birth certificate is not the only way to verify a student’s age. Other documents that may be 
accepted as proof of a student’s age include, but are not limited to: 
 

• Photocopy of a birth certificate 
• Earlier school records 
• State-issued identification document 
• Driver’s license, passport, etc. 
• Parent’s affidavit or unsworn statement as to a student’s age 
• Physician’s certificate verifying a student’s age 
• Immunization records 

 
Social Security Number 
 
School districts may not deny enrollment to a student if his or her parent/guardian refuses to 
provide a social security number. If a school district chooses to request a social security number, 
the school district must do the following in the request: 
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• Inform the individual that disclosure is voluntary; 
• Provide the statutory or other basis for why the district is requesting the number; and 
• Explain how the district will use the number. 

 
Homeless Children 
 
The federal McKinney-Vento Homeless Assistance Act provides special legal protections for 
children and youth experiencing homelessness, including homeless “unaccompanied youth” who 
are not in the custody of a parent or guardian. (See policy #5118.1) 
 
A school district must immediately enroll a homeless student and allow the student to attend 
school even if the student is unable to produce records normally required for enrollment, such as 
previous academic records, medical records, proof of residency, or other documentation. The 
district must then immediately contact the last school attended to obtain any relevant records and 
make appropriate referrals for required immunizations, health exams, and the like. 
 
Children Not Living with Parents or Guardians 
 
A child may be entitled to school accommodations in the school district where the child resides 
even if the child is not living with a parent or guardian.  If a child is living with relatives or 
nonrelatives, when it is the intention of the relatives or nonrelatives and of the child or the child’s 
parents or guardians that such residence is: (a) to be permanent; (b) provided without pay; and (c) 
not for the sole purpose of obtaining school accommodations; the child is entitled to all free 
school privileges accorded to resident children of the school district in which they then reside. 
 
Immunizations and Health Assessments 
 
Districts have critically important duties of ensuring compliance with statutory immunization and 
health assessment requirements.  (Conn. Gen. Stat. §§10-204a, 10-206.) In light of the 
expectations of federal law concerning the right to enroll in school, a district’s implementation of 
immunization and health assessment requirements should be independent from, and should not 
delay, the decision whether to enroll a child. Completion of immunization and health assessment 
requirements may be required prior to a child’s attendance in school, but should not be required 
as pre-requisites for enrolling a child who resides in the district and is of appropriate age to 
attend school. 
 
English Proficiency 
 
The parents/guardians of all new students enrolling for the first time and all re-enrolling students 
who have not previously attended a Connecticut public school must complete a Home Language 
Survey (HLS) at the time of enrollment. 
 
This may result in the student taking a screening exam.  Neither the survey nor the exam are 
conditions of enrollment.  The only purpose of this process is to determine the student’s 
eligibility for ESL or bilingual programs.  The student should be enrolled first before 
administering the assessment. 
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Policy Implications 
 
A district’s enrollment process should focus on obtaining only the information required to 
establish residency and age. Other information should not be requested by the district as a 
condition of enrollment. Additional data collection may occur, but such collection should be 
completed in a manner that does not interfere with the enrollment of a child in school. 
 
Policy #5111, “Admission” and policy #5112, “Ages of Attendance” pertain to this topic. They 
were recently updated and are considered compliant with current legislation. They have again 
been updated to reflect the additional illustrative information provided by the SDE Guidance. 
 
The district should determine whether it desires to amend their current policy to add this 
additional information provided to clarify the enrollment process. The modifications made to 
these policies are not mandated. However, such modifications provide additional guidance to 
staff regarding the enrollment and admission processes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
April 2020 

 



P5111(a) 
Sample policy to consider. 

 
Students 
 
Admission/Placement 
 
Admission 
 
The Board of Education (Board) recognizes the statutory right of children residing in the District 
to be enrolled in school if residency and age are confirmed. However, homeless students shall not 
be required to show residency. 

District schools shall be open to all children five years of age and over who reach age five on or 
before the first day of January (September, effective July 1, 2024). of any school year. Each 
such child shall have, and shall be so advised by the appropriate school authorities, an equal 
opportunity to participate in the program and activities of the school system without 
discrimination on account of race, color, sex, religion, national origin, sexual orientation, or 
gender identity or expression.  Students who are classified as homeless under federal law, or an 
unaccompanied youth, as described in 42 USC 11434a, and therefore do not have a fixed 
residence, will be admitted pursuant to federal law and policy 5118.1.  

The parent or person having control of a child five years of age shall have the option of not 
sending the child to school until the child is six years of age. The parent or person having control 
of a child six years of age shall have the option of not sending the child to school until the child 
is seven years of age. 

The parent or person shall exercise such option by personally appearing at the school district 
office and signing an option form. The district shall provide the parent or person with 
information on the educational opportunities available in the school system. 

All resident children under the age of twenty-one (age twenty-two for special education students) 
who have not obtained a high school diploma are entitled to attend a District school. The 
parent/guardian of any child who is denied admission to the district’s schools, or an 
unaccompanied minor, a student eighteen years of age or older, a homeless child or youth or an 
unaccompanied youth who is denied schooling on the basis of residency, or an agent or officer 
charged with the enforcement of the laws concerning attendance at school may request, in 
writing, a hearing by the Board of Education. 

According to Connecticut General Statute 10-76d (b2), special education will be provided for 
children who have attained the age of three and who have been identified as being in need of 
special education, and whose educational potential will be irreparably diminished without special 
education.  If a special education student is being considered for an exception, the Planning and 
Placement Team (PPT) will make a recommendation to the administrator in charge of special 
education. 

Each child entering the District schools for the first time must present a birth certificate or offer 
legal evidence of birth data, as well as proof of a recent physical examination and required 
immunizations. Other documents that may be accepted as proof of a child’s age include, but are 
not limited to, a photocopy of a birth certificate, earlier school records, state-issued identification 
document, driver’s license or passport, parent’s affidavit or unsworn statement as to a child’s 
age, physician’s certificate verifying a child’s age, or immunization records. 



P5111(b) 
 
 
 
Students 
 
Admission/Placement (continued) 
 
Completion of immunization and health assessment requirements are required prior to a child’s 
attendance in school, but are not considered as pre-requisites for enrolling a child who resides in 
the District and is of appropriate age to attend school. If the parents or guardians of any children 
are unable to pay for such immunizations, the expense of such immunizations shall on the 
recommendation of the Board, be paid by the town. Proof of domicile may also be requested by 
the Building Principal. 
 
The enrollment process shall be focused on obtaining only the information deemed necessary to 
establish residency and age. The District shall not request other information as a condition of 
enrollment or state in its policies or on its websites or otherwise, that other information is 
required to enroll children. The District shall immediately enroll a homeless child and allow such 
student to attend school even if the student is unable to produce records normally required for 
enrollment. Additional data collection may occur, but it must be completed in such a manner that 
does not interfere with the enrollment of a child in school. 
 
The District, when determining residency, shall not request documentation of citizenship or 
immigration status of a child or the child’s parents/guardians. The Board believes such 
documentation is not relevant to establishing residency. 
 
In the establishment of residency, the Board will accept such documentation as, but not limited 
to, a lease agreement, mortgage document, property tax record, rent receipt, home owners 
insurance, current utility bill, current proof of government benefits, CT driver’s license, 
automobile registration or insurance.  An Affidavit of Residence, properly executed, shall also be 
acceptable. 
 
In order to determine a child’s eligibility for ESL or bilingual programs, parents/guardians of all 
new students enrolling for the first time and all re-enrolling students who have not previously 
attended a Connecticut public school must complete a Home Language Survey (HLS) at the time 
of enrollment. A student may also take a screening exam. The student must be enrolled first 
before the administration of the assessment. Neither the survey nor the exam are conditions of 
enrollment. 
 
Any child entering or returning to the District from placement in a juvenile detention school, the 
Connecticut Juvenile Training School, or any other residential placement, shall have the 
educational records of such child provided to the Superintendent of Schools by the Department 
of Children and Families (DCF) and the Judicial Department.  Such information will be shared 
with the Principal of the school to which the student is assigned.  The Principal can disclose them 
to the staff who teach or care for the child. 
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Students 
 
Admission/Placement (continued) 
 
The District will immediately enroll any student who transfers from Unified District No. 1 or 
Unified District No 2.  A student transferring from the Unified School Districts who had 
previously attended school in the local District shall be enrolled in the school such student 
previously attended, provided such school has the appropriate grade level for the student. 
 
For the school years commencing July 1, 2011, to July 1, 2022, inclusive, the parent or person 
having control of a child seventeen years of age may consent, to such child's withdrawal from 
school. For the school year commencing July 1, 2023, and each school year thereafter, a student 
who is eighteen years of age or older may withdraw from school. Such parent, person or student 
shall personally appear at the school district office and sign a withdrawal form. Such withdrawal 
form shall include an attestation from a guidance counselor, school counselor or school 
administrator of the school that such school district has provided such parent, person or student 
with information on the educational options available in the school system and in the community. 
The parent or person having control of a child seventeen years of age may withdraw such child 
from school and enroll such child in an adult education program pursuant to Connecticut General 
Statute Section 10-69. Such parent or person shall personally appear at the school district office 
and sign an adult education withdrawal and enrollment form. Such adult education withdrawal 
and enrollment form shall include an attestation (1) from a school counselor or school 
administrator of the school that such school district has provided such parent or person with 
information on the educational options available in the school system and in the community, and 
(2) from such parent or person that such child will be enrolled in an adult education program 
upon such child's withdrawal from school. 
 
Children who have attained the age of seventeen and who have terminated enrollment in the 
district’s schools with parental permission as described previously and subsequently seeks 
readmission may be denied readmission for up to ninety school days from the date of such 
termination, unless such child seeks readmission to a District school not later than ten days after 
such termination. In such case the child will be provided school accommodations not later than 
three days after the requested readmission. 
 
Note: When a student is enrolling in a new school district or new state charter school, written 

notification of such enrollment shall be provided to the previous school district or charter 
school not later than two business days after the student enrolls. 

 
Children who apply for initial admission to the District’s schools by transfer from nonpublic 
schools or from schools outside the District will be placed at the grade they would have reached 
elsewhere pending observation and evaluation by classroom teachers, guidance personnel, and 
the school Principal.  After such observations and evaluations have been completed, the Principal 
will determine the final grade placement of the children. 
 



P5111(d) 
 
 
 
Students 
 
Admission/Placement (continued) 
 
Children who have attained the age of nineteen or older may be placed in an alternative school 
program or other suitable educational program if they cannot acquire a sufficient number of 
credits for graduation by age twenty-one. 
 
Note: A school District may not deny enrollment of a child if his/her parent/guardian refuses to 

provide a social security number. If a District chooses to request such number, the 
District must inform the individual that the disclosure is voluntary. Further, the District 
must provide the statutory or other basis for requesting the number and the District must 
explain how it will use the number. 

 
(cf. 0521 - Nondiscrimination) 
(cf. 5112 - Ages of Attendance) 
(cf. 5118.1 - Homeless Students) 
(cf. 5141 - Student Health Services) 
(cf. 6171 - Special Education) 
(cf. 6146 - Graduation Requirements) 
 
Legal Reference: Connecticut General Statutes 

4-176e to 4-180a Agency hearings 

4-181a Contested cases. Reconsideration. Modifications. 

10-15 Towns to maintain schools 

10-15c Discrimination in public schools prohibited.  School attendance by 
five-year olds, as amended by PA 97-247 

10-76a - 10-76g re special education (as amended by PA 22-80) 

10-184 Duties of parents (re mandatory schooling for children ages five to 
sixteen, inclusive) - as amended by PA 98-243, PA 00-157, PA 09-6 
(September Special Session), PA 18-15, and PA 21-199. 

10-186 Duties of local and regional boards of education re school 
attendance. Hearings.  Appeals to state board.  Establishment of hearing 
board. Readmission, (as amended by PA 19-179) 

10-220h Transfer of student records, as amended. 

P.A. 11-115 An Act Concerning Juvenile Reentry and Education 

P.A. 19-179 An Act Concerning Homeless Students’ Access to Education 
 
 



P5111(e) 
 
 
 
Students 
 
Admission/Placement  

 
Legal Reference: Connecticut General Statutes (continued) 

10-233a - 10-233f Inclusive; re:  suspend, expel, removal of pupils 

10-233c Suspension of pupils 

10-233d Expulsion of pupils 

10-233k Notification of school officials of potentially dangerous students. 
(as amended by PA 01-176) 

10-261 Definitions 

State Board of Education Regulations 

10-76a-1 General definitions (c) (d) (q) (t) 

10-76d-7 Admission of student requiring special education (referral) 

10-204a Required immunizations (as amended by PA 98-243) 

“Guidance for Connecticut School Districts: Enrollment Process and 
Practice,” State Department of Education, December 2019. 

McKinney-Vento Homeless Assistance Act, 42 U.S.C. §11431 et seq. 

Plyler vs. Doe, 457 U.S. 202 (1982) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy adopted: 
rev 10/19 
rev 4/20 
rev 1/23 

Sample policies are distributed for demonstration purposes only.  Unless so noted, contents do not necessarily reflect official policies of the 
Connecticut Association of Boards of Education, Inc. 



5111 
Form 1 

 
 
 

ACKNOWLEDGEMENT OF OPTION TO EXEMPT ATTENDANCE 
OF CHILD FIVE OR SIX YEARS OF AGE FROM SCHOOL 

 
 
 

Pursuant to Section 10-184 of the Connecticut General Statutes 
 

I,        , of                  , 
 Name of Parent, Guardian or Other   Address 
 
the parent, guardian or other person charged wi th the care of  the fol lowing minor chi ld 
 

       , of                         who was 
  Name of Child     Address 
 

born on      do hereby choose not to send my child to public       
 Date 
 
school during the    . 
   School Year 
 
 
Furthermore, before signing this form, a representative of the      
          Name of District 
 
school district met with me and provided me with information concerning the  
 
educational opportunities and school accommodations available in the school system. 
 

       ACKNOWLEDGED BY: 

 

       
       Signature of Parent, Guardian or Other 
 
 
              
       Date 



5111 
Form #2 

 
 
 

ACKNOWLEDGEMENT OF OPTION TO EXEMPT ATTENDANCE 
OF CHILD SEVENTEEN YEARS OF AGE FROM SCHOOL 

 
 
 

Pursuant to Section 10-184 of the Connecticut General Statutes 
 

I,        , of                  , 
 Name of Parent, Guardian or Other   Address 
 
the parent, guardian or other person charged wi th the care of  the fol lowing minor chi ld 
 

       , of                         who was 
  Name of Child     Address 
 

born on      do hereby elect to with draw my child from public  
 
school.  Furthermore, before signing this form, a representative of the      
          Name of District 
 
school district met with me and provided me with information concerning the  
 
educational opportunities and school accommodations available in the school system. 
 

       ACKNOWLEDGED BY: 

 

       
       Signature of Parent, Guardian or Other 
 
 
              
       Date 
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Form #3 

 
DECLARATION OF LEGAL RESIDENCY 

Family Members Living with Relatives or Family Friends 
 

To be completed by property owner 
 
Property Owner: ________________________________________________________________ 
    Name of Property Owner – Please print 

If the living arrangement of the student should change from what is stated on this form, it is the 
responsibility of the property owner to notify the Office of the Superintendent within five (5) 
business days in writing. 

____________________________________________________________ 
Signature of Property Owner – Sign in the Presence of Notary Public 

 
Property Address: _______________________________________________________________ 
Phone Number: ___________________________________ Email: _______________________ 
 
The Property Owner must accompany the parents to the meeting with the Superintendent 
of Schools to present this document. 

Children and Family Member living with Property Owner 

Adult #1 __________________________________ Adult # 2 ___________________________ 
Child #1 __________________________________ Child # 2 ___________________________ 
Child #3 __________________________________ Child # 4 ___________________________ 
 
I am making the above statements as a true and bona fide representations, I fully understand that 
if I make a statement that is false and which is intended to mislead a public servant in the 
performance of his/her function, I will be in violation of Section 53-157b of the Connecticut 
General Statutes.  The section of the law refers to making a fraudulent statement is a Class A 
misdemeanor and is punishable by a fine, not to exceed $1,000 and/or up to one year of 
incarceration. 
 
I further understand that I may be required to update this information at any time and agree to do 
so upon request from the ___________ Board of Education.  I may be made to pay for services 
received if such services were delivered under fraudulent statements and/or circumstances. 

NOTARIZED SECTION 
On this date __________________ _______________________ appeared before me personally 
  Month/Day/Year  Print Name of Property Owner 
 
To be known as the individual described herein, and who executed this foregoing document, and 
he/she duly acknowledged to me under oath to the truth of his/her statement, before me. 
 
_________________________________ _____________________________  SEAL 
Signature of Notary Public    Commission Expiration Date 



5111 
Form #3 

(continued) 
 
This form is to be completed by the custodial parent, guardian and student (where applicable). Once the forms are 
completed and notarized, a meeting with the Superintendent should be schedules. Call _____________________. 
 
PLEASE FILL IN ALL BLANKS 

School: ___________________________ Grade: _____________________ 

Student’s Name: _______________________________________________ Address: ________________________ 

Home telephone number: _____________________ Name under which number is listed: _____________________ 

Name of student’s father: _______________________ Father’s address: __________________________________ 
         Street, town, zip 
Name of student’s mother: ______________________ Mother’s address: __________________________________ 
         Street, town, zip 
Please answer the following questions: 

• Is remuneration to be received for housing the student, i.e., room, board, travel, medical?   Yes (please specify)
No 

• List major reasons for the child residing in ____________________ : 
___________________________________________________________________________________________ 

• Name of person(s) having direct and primary responsibility/authority of the student’s daily affairs: 
___________________________________________________________________________________________ 

• Name of person(s) authorized to act in child’s behalf concerning any medical, disciplinary, or administrative 
matters: ________________- 

Signature (Parent/Legal Guardian) ____________________________________________ Date : ____________________ 

I hereby declare under the penalties of perjury that all of the information supplied on this form is correct to the best of my 
knowledge.  I understand that if any of the information is incorrect, and the student is not entitled to enroll tuition-free as a 
_______________ resident, the student shall be discharged from enrollment in the _____________ Public Schools 
according to the Connecticut General Statutes, Section 10-186, and 10-253, and the prevailing tuition charge for such 
student will be assessed against me and/or us for each day the student was so enrolled. 
 

NOTARIZED SECTION 
 
On this date ____________________ ____________________________ appeared before me personally 
  Month/Day/Year Print Name of Property Owner 

To be known as the individual described herein, and who executed this foregoing document, and he/she 
duly acknowledged to me under oath to the truth of his/her statement, before me. 
 
_________________________________ _____________________________  SEAL 
Signature of Notary Public   Commission Expiration Date 
 
Once this document is completed and notarized, a meeting with the superintendent must be scheduled before 
enrollment is completed.  
----------------------------------------------------------------------------------------------------------------------------------------------- 
 
Superintendent’s Approval: __________________________________________  Date: ________________________ 
 


