Millard Public
Schools

5100.6: ENROLLMENT OF STUDENTS- ENROLLMENT
INFORMATION

I. Collection of Information

At the beginning of each school year, the District will collect enrollment information on paper report forms
to provide a baseline for judging the accuracy of the District’s computerized database. Paper reportswill be
used on the third school day and on September 20th; computerized recordswill be used ther eafter.

When a student enrollsduring the school year, the principal or principal’s designee will be responsible for
collecting the applicable census data for all the children in that student’sfamily. The District’s
administration may develop and implement guidelines and proceduresto assist school principalsor the

principals designeein obtaining the appropriate census and enrollment infor mation.

II. Contents and Timelines of Enroliment Reports

An accurate enrollment report will be accessible to authorized userson or by the 20th day of each month. It
will be theresponsibility for each District school to ensurethat each student isproperly recorded in the
District’s database.

Student database information shall include each student’s:

A. Grade, teacher (for elementary grade students), race, and sex;

B. Status (whether the student has been added to or dropped from enrollment in the District); and

C. Housing subdivision.
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