ADVANTAGES OF CENTRAL REGISTRATION 

OVER REGISTRATION AT INDIVIDUAL SCHOOLS

· Able to achieve cleaner data when only a few key people are entering data rather than different people at different schools.

· Frees the school’s personnel up to concentrate on the students needs entering the school while the board office deals with the business end of entering a student.

· When special circumstances arise with a student, we have immediate access to key people located at the Board Office to solve problems with their expertise.

· Saves parents time since they only have to go to one location to register, rather than different schools if they have children at different school levels.

· We are open for business throughout the summer so the schools are not bombarded on the first few days of school with crowds of people trying to register.

· We process meal applications at the time of registration so there is not a gap in benefits to the students.  

· Since we do register students all day every day the process has become very streamlined to get the parents in and out as quickly as possible.  At the school level parents might have to wait some time before office personnel can get to them because of all the other issues the office deals with on a day to day basis.

(Example for GSIS Conference “SchoolMax:  Control Your Data with Centralized Registration” 1/29/07 9:30-10:30)
CENTRAL REGISTRATON PROCEDURES

· Parents are directed by the receptionist to our waiting room where they sign in.  We have a camera which shows us a live feed on our computer screen so we can see when we have a new customer.

· We take the next parent in line.  One of the first questions we ask is if they have ever been in our school system before.

· If they are new to the system we determine if they have all required documents, if they are returning we pull their old files to make sure we have everything up to date, especially the immunizations.  If they are returning and everything is up to date in the file, then all we need from the parent is their current proof of residency and photo id.

· We make copies of the required documents and determine which school they are zoned for.

· We have files made up for each school in the waiting room ready to give to the parent to complete.  They include the registration form, health questions, and a records request with the school’s address that they will be attending on it.  The previous schools records will then go directly to the new school.

· We offer a meal application to everyone who comes in to register and we have them sign off if they decline the application.

· We give the parents the forms to complete, a clipboard and pen and ask them to have a seat and complete all forms and we will be back to get the forms.

· We then take the next person in line and get them started on their paper work.

· By the time we have sent the next person in line to complete the paperwork, the first person we have waited on will have finished at least the registration form.  We can then go back to the computer and start entering information that we have based on the document copies and the registration form.

· Once we have enough partial information available, we email the new school the child’s name, SMAX id, grade, school they are coming from and any special needs indicated.  Then the school can get started on their end.

· Once we have all the paper work completed and we have checked that everything is completed, we give a copy of the registration form to the parent with a sticker attached with the school’s phone number and contact person.

· We ask that they wait one hour for us to complete the registration then to please call the school about their child’s start date. This part of the procedure was requested by the schools to give them enough time to set them up for a classroom before the parents called. We send them off with that form in hand, a parent packet with information such as school calendar, etc and a map and supply list for the school.  If they completed a meal application they will also receive a letter letting them know if they qualified for benefits.

· Once the parent is on their way we fax the records request to the previous school and send a copy in the mail.  We also put a copy of the request in the file that will go to the school.  We finish up the entering of information with the completed forms and put the file aside to await the labels for the folders that we run at the end of each day.

· At the end of the day all the files are put in the interoffice mail to the schools.  We keep for our files a copy of the registration form and a check list where we have checked off all documents that we have collected and copied.  On the check list is also indicated the students name, grade, school, whether they are new, returning or transferring within the system, their SMAX student, family and dwelling id. Any special circumstances concerning the student we also make a note of on the check list such as if they are homeless, had an IEP, etc.  We have a place on the check list for the initials for the person who collected and entered the student information and a place for the initials of the person who mailed the file to the new school.  We have found this to be very helpful to go back to as a reference.  We keep these copies for 1 year before destroying.

(Example for GSIS Conference “SchoolMax:  Control Your Data with Centralized Registration” 1/29/07 9:30-10:30)
2006-2007  SCHOOL YEAR

Name of Student:








School:








GRADE:


NEW

RETURNING____(old file?)   TRANSFERRING______(from?)



WITHDRAWAL


CHANGE OF ADDRESS


Copy of Social Security Card

   SS Waiver



Copy of Birth Certificate


   Guardianship Paper/Certificate



Copy of GA Immunization 3231

   Non-Parental Form



Hearing/Vision/Dental form      
  Multi-Residency OR Rental Form



Proof of Residency (Utility Bill)

   30 Day Letter EXP ___/___/___



Picture ID





   
 ESOL


  
W/D Form from previous school
   
 I.E.P.

DOCUMENTATION VERIFIED FOR ENTRY_____________________________________

School Max ID



       E-Mailed School





            Labels printed and attached to folder

            Transcript mailed/faxed

            Address updated in SMAX Dwelling #

        SMAX Family #





        Free and Reduce Meals

Update lunch code in SMAX

        Run WinSnap script

         Parent has declined

Records picked up/inter-office school:

Rev. 01/04/2007   (example for GSIS Conference “SchoolMax:  Control Your Data with Centralized Registration” 1/29/07 9:30-10:30)
