
Adopted: 9/17/18 

 

 
Friendly House - Academia del Pueblo Elementary School 

ENROLLMENT POLICIES AND PROCEDURES 
  

 
I. PURPOSE 

  
The purpose of this policy is to explain the application and enrollment process at the 
School so that families will have information to make decisions regarding their children's 
school attendance. 
 

II. POLICY STATEMENT  
 
This policy establishes guidelines for admission into Academia del Pueblo, that are 
consistent with the admission requirements of Arizona and federal law and applicable 
regulations. 
 

III. GENERAL ENROLLMENT PROVISIONS 
 
The admission and enrollment policies of Academia del Pueblo have been developed to 
be fair to all student populations.  The following policies shall be readily available and 
accessible to parents.  

 
A. Equal Educational Opportunities 

The School shall not limit admission on the basis of ethnicity, national origin, gender, 
income level, disability, English language proficiency, athletic ability or immigration 
status.   

 
B. Information and Application 

The School Leader shall prepare a written information packet concerning the School's 
annual open enrollment period, application process, standards for acceptance or 
rejection, and policies, regulations, and procedures for open enrollment.  The 
information packet shall include the intake form, following the enrollment application 
form depending on capacity. Academia del Pueblo will advise parent/guardian of 
acceptance into Academia del Pueblo for the following school year they must submit 
enrollment applications by the end of the School’s enrollment period. The packet will 
be made available to everyone who requests it. 
 

C. Capacity 
The School shall enroll all eligible students who submit a timely application, as long as 
the school has capacity in the specific grade, class, building or program (if applicable) 
to which the student is applying.  
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The School Leader shall determine the School’s projected capacity for the next school 
year.  The projection of capacity shall be made for each school, grade level, class or 
program, if applicable, in accordance with the maximum capacity (enrollment cap) as 
established by the School’s authorizer. 1 
 

D.  Waiting List 
If the School receives more student applications than it has seats available, it shall 
determine admission based on an “equitable selection process such as Waiting List.” 
The School shall develop waiting lists and an equitable system of enrolling students 
from a waiting list.  

 
E. Enrollment Preferences 

The School shall give enrollment preference to and reserve capacity for students who 
were enrolled in the School the previous year and to any siblings of those Students. 
 
The School may give enrollment preference to and reserve capacity for pupils who fall 
into any of the following allowable enrollment preference categories: 
• Children, grandchildren or legal wards of employees of the School, employees of 

the charter holder, members of the Governing Body of the School or directors, 
officers, partners or Board members of the charter holder. 

• Children who are in foster care. 
• Children who meet the definition of unaccompanied youth in the McKinney-

Vento Homeless Assistance Act. 
 
The School will not give enrollment preference to any student on any other basis.   
 

F. Translation 
The School will provide translated documents and translation services from 
appropriate and competent individuals, as necessary, for all enrollment documents. 
 

G. Other Pre-Admission Activities 
 Although the School may offer tours and informational sessions to potential students 

and their families, admission will not be conditioned on participation in or attendance 
at any tour or informational session.  Similarly, admission will not be conditioned on 
optional donations of time and/or money to the School, including parent ability to 
volunteer at the School. 
 

H. Students with Disabilities 
The School shall not collect or use information about whether a prospective student is, 
or may be, eligible for special education services under federal law, for purpose of 
making admissions decisions.  To the extent any such information is obtained during 
the application stage, the School shall ensure that it is not used in the admission-

                                                        
1 A.R.S. § 15-184(A).  
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decision process, but only to better serve the student promptly and appropriately, 
following admission. 

 
I. Admission Standards 

The School may decide not to admit a pupil who has been expelled or is in the process 
of being expelled by any Arizona public or private school. 2 Failure to disclose this 
information on the application may result in revocation of the student’s acceptance.  
Students must meet statutory entrance age requirements for the grade for which they 
have applied.3   
 

J. Notification of Action on Application 
The School shall notify the student’s parent or legal guardian (or the student if 
emancipated) whether the student has been accepted, placed on a waiting list 
pending the availability of capacity, or rejected for the next school year. If the 
applicant is placed on a waiting list, the notification shall indicate that the School will 
promptly inform the parent or legal guardian if capacity for additional enrollment 
develops and the student is admitted.  If the student's application is rejected, the 
reason for the rejection shall be stated in the notification. 
 

K. Student Placement  
After admission, the School may require students to take placement tests, audition for 
courses or provide other placement information, all of which shall be used by the 
School only to determine the student’s appropriate placement in a grade or class 
based on the student’s level of preparation and content knowledge.  The School 
reserves the right to determine the appropriate placement for a student.  The School 
will not base its admission decisions on a student’s academic achievement or similar 
performance. 
 

IV. STUDENT ADMISSIONS PROCEDURES 
 

A. Age and Identity 
The School must obtain age and identity information from students when they enroll.  
Within 30 days of enrollment, the individual enrolling a student (except homeless 
students) in the School for the first time will be asked to produce proof of ONE of the 
following: 
• A certified copy of the student’s birth certificate; 
• Other reliable proof of age and identity, (i.e., baptismal certificate) 
• A letter from the authorized representative of an agency having custody of the pupil 

pursuant to a juvenile court proceeding, certifying that the pupil has been placed in 
the custody of the agency as prescribed by law.4 

                                                        
2 A.R.S. § 15-184(I). 
3 A.R.S. § 15-821. 
4 A.R.S. § 15-828(A)(1)-(3). 
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Any of the documents listed above is acceptable to verify a student’s age or identity. 

  
B. Arizona Residency 

The School must obtain and maintain verifiable documentation of a student’s Arizona 
state residency upon enrollment and must reaffirm residency in connection with a 
student’s subsequent attendance at the School in future years.5 The School shall comply 
with the Arizona Department of Education’s Residency Guidelines and applicable Arizona 
law in determining who meets the residency requirements. The School shall not request 
or require documentation regarding a student’s citizenship or immigration status in 
connection with enrollment or at any other time.  
 
The School shall maintain a copy of all required residency documents in students’ 
educational files.  

 
C. Proof of Immunization 

The School must obtain and maintain a student’s immunization record prior to 
attendance, unless the student is exempted from immunization by law.  A student may 
be conditionally enrolled provided that the necessary immunization and have initiated 
and a schedule has been established for the completion of the required immunization. 
Arizona law requires that a student shall be suspended and not allowed to attend school 
if the required immunizations have not been obtained.6   
 

D. Admission of Homeless Students 
The School shall comply with and provide services under the McKinney-Vento Homeless 
Assistance Act, which ensures that homeless children and youth have access to a free, 
appropriate public education, comparable to that provided to the children of any Arizona 
resident and consistent with Arizona’s mandatory school attendance laws.  

 
Students that meet the definition of “homeless students” shall be excused from providing 
certain enrollment documentation that is otherwise required by law, and the School shall 
immediately enroll a homeless student, even if the student is unable to produce the 
records normally required for enrollment. 
 
The School shall appoint a Liaison for Homeless Students who will carry out duties as 
assigned and as required by law, including assisting with enrollment and coordinating 
activities and programs in the best interest of homeless students. 

 
 

                                                        
5 A.R.S. § 15-802(B). 
6 A.R.S. § 15-872.  


