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POLICY:

Upon enrolling at East Mountain High School, a student must present a certified birth certificate, evidence of satisfactory completion of at least the eighth grade, and evidence of compliance with immunization requirements under New Mexico state laws.



PROCEDURES:



I. Open Enrollment Period

A. Each year the Principal, in collaboration with the Dean of Students, determines the Open Enrollment Period, usually the month of February and the first 2 weeks of March.

B. During the month prior to the Open Enrollment Period, advertisements will be posted at EMHS, in the school newsletter, in the local newspapers, and to the extent possible, at the local middle schools.

C. During the Open Enrollment Period, 8th graders from local middle schools will be invited to tour EMHS. 

D. During the Open Enrollment Period, informational meetings will be scheduled at EMHS to provide prospective students and their parents with information about EMHS and answer questions.

E. Parents of prospective students must hand deliver a completed Lottery Enrollment Form to EMHS during the Open Enrollment Period. 

See J-004 Lottery Selection Process.  
II.
New Student Enrollment Process

A. There are four (4) parts to the EMHS new student enrollment process.

1. Be selected through the lottery process or meet the sibling priority requirements set forth in Policy J-004 Lottery Selection.

2. Parents attend a Timberwolf Talk evening meeting with the Administration to obtain the required Enrollment Packet and receive information about the school’s mission, vision and goals, as well as other pertinent information. Students participate in pre-assessment testing in reading, language and math.  

3. Attend a scheduled appointment to meet the student and parent(s) and submit the completed Enrollment Packet.  For students on an IEP or 504 Accommodation Plan, an additional meeting with the Director of Special Education may be required before enrollment is completed. The Enrollment Packet may include the following:
a. Student Registration Form 

b. Request for Records Form (academic and medical)
c. Parent Involvement Questionnaire

d. Parent/School Contract

e. Permission to Photograph Form
f. Parent Consent/ Release of Contact Information
g. Emergency Information/ Permission to Administer Over the Counter Medication
h. Contact and Emergency Information Card

i. Family Report Card Form
j. Student’s birth certificate
k. Updated Immunization Records

l. Most recent school report card

4. Submit the Class Schedule Request Form by the date indicated.
B. The foregoing four (4) parts must be completed before enrollment is complete.  Failure to complete in a timely matter all four (4) parts of the enrollment may result in the student being removed from the Admission List and placed at the end of the Waiting List.
C. EMHS must be in receipt of a transcript from the 8th grade to verify matriculation status.
III. New Student Pre-Placement

A. Before incoming freshmen are placed in classes, they must take a pre-assessment test to aide in appropriate course placement.
IV. Transfer Students
A. All transfer students must submit a transcript for review by the Dean of Students when they submit the Lottery Form. 

B. Additional classes may be required of transfer students to fulfill EMHS graduation requirements.

V.
Home School Students
A. Home school students are required to submit a transcript and curriculum of the courses they have taken.

B. High school home school students must have a home study program through an accredited correspondence school in order for credit to be transferred to EMHS.

VI. Special Education and 504 Plans  

In order for EMHS to meet individual student needs, all incoming students on an IEP or 504 Accommodation Plan must indicate their special education status in their enrollment packet which is filled out after being accepted through the lottery process.
VII. Immunization Requirements
No student shall be enrolled in EMHS unless the student can present satisfactory evidence of commencement or completion of immunization in accordance with the immunization schedule and rules and regulations of the public health division.Satisfactory evidence of immunization means a statement, certificate or record signed by a duly licensed physician, certified nurse practitioner, or other recognized, licensed helath facility stating that the required immunizations have been administered to the person. 
If satisfactory evidence of commencement or completion of immunization or an exemption from immunization is subsequently determined to be invalid for any reasonas and the student is unable to provide either valid satisfactory evidence of commencement or completionof immunization or a valid exemption from immunization, EMHS shall commence disenrollment proceedings.  

The name of any parent or guardian who neglects or refuses to permit his/her child to be immunized against diseases as required by rules and regulations promulgated by the public health division shall be reported by the school Principal/designee to the director of the public health division within a reasonable time after such facts become known to the Principal/designee. 
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