
2500:  Maintaining Qualified Student Enrollment and Population Count 

The Exeter-West Greenwich School Committee finds improvements are needed in 

the monitoring of student enrollment, and reporting student population count processes.  

And further that these improvements should be codified in written policy.  

I. Proclamation 

The school committee herein directs the superintendent to implement and maintain 

in-school student enrollment monitoring procedures, and report student population data 

annually to district towns and the state in accordance with this policy.  

II. Purpose of Policy 

The purpose of this policy is to ensure that only students who reside in the district 

towns or who are otherwise qualified attend district schools and that timely and accurate 

accounting of student populations is provided to each town and the state. 

III. Scope of Policy 

This policy improves and codifies in-place residency verification processes that 

ensure students enrolled in E-WG schools truly reside in the district towns, or are other 

wise qualified to attend school; and establishes student count reporting procedures 

compatible to the requirements of both the state and district towns.      

IV. Definitions 

In the context of this policy, terms used have the following meaning: 

Parent —the natural parent of a student, or persons having legal custody of the student 

such as guardians, foster parents or group home custodians.       

Residency  Discrepancy—an error or mismatch  in the recorded name and/or address of a 

parent or student revealed during the registration, enrollment or reporting processes or at 

any time subsequent to enrollment. 

V. Student Registration Requirements 

Every student, when first entering E-WG schools, must be registered prior to being 

enrolled in school.  The purpose of registration is to verify that the student resides within 

the school district or is otherwise qualified for enrollment in E-WG schools.  

The registration requirement applies to every preschool and K-12 student.  Every 

student attending and enrolled in out of district charter schools, career technical centers or 

special education facilities must be registered.  At any time there is a change in a 

student’s home address, the student’s residency qualification must be reaffirmed.  

VI. Enrollment 

To enroll a student, the parent must appear in person at the school where the student 

will attend and provide all registration documents and information required by school 

committee policy 8401: Admission of Students, and if applicable 8303: Enrollment 

Requirements—Kindergarten and First Grade.   

The school official administering the enrollment process shall ensure that data 

entered into the Student Information System (SIS) accurately includes the proof of 

student residency data provided by the parent in compliance with policy 8401.  

If the parent fails to provide any of the documentation required by policy 8401 or the 

data provided is inadequate the student shall be granted conditional enrollment; and the 

deficient material shall be referred to the principal, or designee, who shall, in the manner 

set forth in sections VII and VIII below, check the documentation presented to support 

the student’s enrollment.  If the validity of the documentation is affirmed, the student’s 
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enrollment shall be cleared; if it is not, the principal shall refer the student’s continued 

enrollment to the superintendent.      

Albeit students receiving their education services out of district are not enrolled in E-

WG schools, the district pays the costs.  To account for these costs, parents of student 

attending charter schools, career technical centers or special education facilities shall be 

notified, prior to the start of school, that they are required to appear in person not later 

than September 15 to present the registration documentation required by policy 8401. 

Charter school students must be identified to the Director of Administration; technical 

career center students must be identified with the high school principal; and special 

education facility students must be reported to the Director of Special Services.  

Additional documentation may be required for these special education students.   

Registration data for out of district students shall be maintained in the SIS separate 

from in district student data and reported to the Director of Administration not later than 

October 5.  Re registration of out of district students shall not be required unless there is a 

change in their residency or education status.         

VII. Residency Verification 

At the beginning of each school year, school principals, or designees, shall inform all 

parents of students receiving in-district education services that they must complete and 

return to the school an Emergency Card showing the name and address of the student and 

parent and a telephone number available to the school for early school dismissal or other 

urgent parent notification.   Parents will be requested to return completed cards within the 

first week of school.  During September the principal, or designee, working with the 

school data manager shall verify that the student and parent names and addresses listed 

on each Emergency Card matches the student’s residency and emergency notification 

data recorded in the SIS.  In the same manner and time frame, the principal, or designee, 

shall ensure that the residency and continued education status of students who receive out 

of district education services are checked and verified.   

When a new student moves into the district or when a student moves within the 

district, which requires reaffirmation of residency qualification, the school principal, or 

designee, shall verify that the student’s residency data recorded in the SIS matches data 

on the student’s Emergency Card..  

VIII. Correcting Discrepancies 

Principals and staff shall be alert to any indications or suspicions that a student may 

not reside in the district.  During verification or at any time mismatches or any other 

discrepancies are revealed in a student’s residency documentation, the principal, or 

designee, shall check the recording of the student’s  residency documentation, 

Emergency Card and the SIS data for error; if no error is found, the principal, or 

designee, shall contact the parent for clarification; if the parent cannot be reached or fails 

to satisfactorily resolve the issue, the principal shall refer the matter to the district truancy 

officer and if needed police assistance will be requested. 

If it is found that a student is not qualified to attend E-WG schools due to falsified 

residency information or the student’s parents have moved to another school district and 

allowed the student to continue attending E-WG schools, the superintendent may, upon 

advise of legal counsel, bill the parents or the school district where the parents resides an 

amount equal to the daily tuition rate times the days the unqualified student attended E-

WG schools.  
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IX. SIS Record Keeping 

Central control of the district SIS shall be the responsibility of the Director of 

Administration who shall assign an SIS technician to enter, maintain and output data.  

Each school shall have SIS access limited to control of data for that school.  School 

principals shall assign a data manager to enter and administer data including residency 

and enrollment records.   

X. Reporting Student Population 

At the beginning of each school year, the Director of Administration shall accurately 

compile and report the student population count to the Rhode Island Department of 

Education, and student enrollment information to each of the school district towns.   

The total student count (compiled as of October 1) shall be reported to RIDE for 

computing the district’s share of state aid.  Town officials are alerted to ignore this 

RIDE report, since it does not include E-WG student residents that attend charter 

and vocational schools.  
Student enrollment information, including student count for students who reside in 

the district towns shall be reported to each town for residency verification using the 

processes listed below: 

 Student enrollment information provided to each town will only be the data pertaining 

to students who reside in that town.   

 The Director of Administration will provide the data electronically and in a format 

prearranged with and acceptable to each town.  No paper report will be provided. 

 Names and addresses of every student residing in each town will be provided for 

town verification.  However student names and addresses will be provided only with 

the consent of parents. (See school committee policy 8901: Maintaining 

Confidentiality of Student Records, section IV. Disclosure of Student Directory 

Information.)  

 If the parent refuses consent to disclose the names of their children, the town will be 

provided the parent’s address and a student count (number) of student(s) attending 

school at that address.  In such cases the Director of Administration will refer the 

parent’s refusal to the district truancy officer for confirmation of the student(s) 

residency information. 

 The first report of in-district student count containing the enrollment information will 

be provided to the towns during the month of October. 

 The towns shall have fifteen business days to review the data and report any 

discrepancies found in the data to the Director of Administration. 

 The Superintendent and Director of Administration shall: cooperate with the town 

officials to resolve any discrepancies reported by the towns; correct any valid change 

that affects a town’s count; and notify the town of any change in student count not 

later than  November 30 (while holding out any unresolved legal challenges).  

 Upon resolution of discrepancies and the towns’ satisfactory acceptance of the 

student count the Director of Administration will provide the final count to the 

Superintendent for review and presentation to the school committee.   
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XI. Dissemination 

This policy shall be disseminated to all policy book holders and the Exeter and West 

Greenwich Town Councils (in paper).  

XII. Effective Date 

This amended policy shall become effective upon adoption. 

First Reading:   August 28, 2012 

Adopted:            September 11, 2012 

Amended:     February 11, 2014  


