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AR423  –  Open Enrollment Program 

 
Acceptance and Rejection – The District shall consider and apply the following 
criteria when deciding whether or not to accept (or, in some situations, revoke 
acceptance of) a nonresident student's application for full-time open enrollment: 

 

1. Space is not available in the school, program, class or grade the student would 
attend. 

a. Projected enrollment of resident school students is to be determined by 
the District Administrator or his/her designee by no later than the third 

Friday in December.   

b. In January, the District Administrator or his/her designee shall present to 
the Board of Education for its approval, the availability of openings for 
nonresident students based on the established maximum number of 
students that can be accommodated in each school, class, and program. 

[Wis. Stats. 118.51(5)] 

c. The availability of space in the schools, programs, and classes may be 
based upon: 

i. Class size guidelines (Policy #343.2 – Class Size) 

ii. Student-teacher ratios 

iii. Census data 

iv. Enrollment projections 

v. Special Education caseload size 

d. At a minimum, any annual determination of space availability shall involve 
at least a declaration of the District-wide number of nonresident open 
enrollment applications that the District intends to accept in conjunction 
with the subsequent regular application period, broken down (1) by grade 
(although two or more grades may be combined and treated as a single 

grade); and (2) by any established special education program or service 
that has identifiable space limitations. However, in any year in which the 
Board establishes a space limitation in any grade/program/service, the 
Board’s determination of space availability may also indicate, at the 
Board’s discretion in light of its assessment of the relevant factors, that no 
space limitations are needed in certain other grades/programs/services. 

e. The number of openings in a particular program for nonresident students 

will be determined by optimum size for a particular program or classroom 
which is the number of students that can be accommodated without 

causing undue instructional or financial hardship for the district.  This 
includes all regular and special education programs.   

f. Assignment of students under open enrollment within the District is based 
upon space availability.  Every effort will be made to accommodate 

requests for specific schools as space permits.  [Wis. Stats. 
118.51(5)(a)1.] 

g. If the Board has taken annual action  to limit the number of spaces that 
will be available in any grade(s), programs(s), or service(s) for 
applications that are submitted during the regular application period (i.e., 
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for enrollment in the following school year), then the District’s 
consideration of nonresident alternative applications for open enrollment 
shall be limited as provided under DPI’s administrative rules.   

2. The student is currently expelled and the expulsion will extend into the school 
year for which the application is submitted.  [Wis. Stats. 120.13(1)(f)] 

3. The student has been expelled during the current or preceding two school 
years for certain conduct specified in statute.  [Wis. Stats. 118.51(5)(a)2.] 

4. The student was habitually truant from the nonresident district during any 
semester in the current or previous school year.  [Wis. Stats. 118.51(5)(a)3.] 

5. The special education or related services required by the student’s 

individualized education program (IEP) are not available in the nonresident 
school district or there is not space in the special education or related services 

required by the student’s IEP.  [Wis. Stats. 118.51(5)(a)4] 

a. In any instance where an application is submitted by a student with a 
disability but there is no current IEP available for the student, the District 
will use the procedures defined in DPI’s administrative rules to determine 
whether the District has the appropriate special education program or 

space. 

b. If a nonresident student receives his/her initial individualized education 
program (IEP) or has changes to an existing IEP while attending the 
District under open enrollment, or if the District has approved an 
application for a student without an IEP and it is subsequently determined 
that the student is a child with a disability for whom there is either a 

record of a previous special education evaluation or a prior IEP based upon 
such evaluation, then the student may be returned to his/her resident 
district if the District determines either that the special education or 
related services required for the student are not available in the District or 

that there is no space available. 

6. The student has been referred for a special education evaluation but has not 
been evaluated by an IEP team in the resident district. [Wis. Stats. 

118.51(5)(a)6.] 
7. If a parent or guardian applies for open enrollment under the alternative open 

enrollment application criteria and procedures and relies on the “best interests 
of the student” criteria, the District shall review the information and rationale 
provided by the parent(s) or guardian(s) and make a determination as to 
whether the District agrees with the parent(s) or guardian(s) that attending 
school in the District pursuant to the application is in the student’s best 

interests. If the District determines that attendance would not be in the 
student’s best interests, the application shall be denied on that basis. 

A full-time open enrollment application can also be denied if the nonresident 
student is ineligible for open enrollment under state law (e.g., the student does 
not meet the age requirements for school attendance or for early admission, the 

resident district does not have a 4-year-old kindergarten program as offered by 

the District, etc.) or the application is determined to be invalid (e.g., the 
application is incomplete, untimely, or in excess of the number of allowable 
applications). 

Each application shall be evaluated on a case-by-case basis.   
 

Determining Number of Available Open Enrollment Seats - Regular Education 
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 Elementary - Elementary Principals and District Administrator will establish number of class 

sections available for the following school year.  Available open enrollments seats by grade 
level will be established by multiplying anticipated number of sections per grade level for next 
school year by the maximum class size limit for each grade level per Board Policy 343.2 
lessened by projected enrollment by grade level based on enrollment matriculation 
calculations.   

 Secondary - Secondary Principals and District Administrator will establish maximum average 

class size by department.  The maximum average class size limit as referenced in Board Policy 
343.2 should be used unless the secondary notation in the policy applies.  Secondary 

Principals and District Administrator will note how maximum average class size by department 
was established.  

To determine number of available seats by grade level at the secondary level, the following 
procedure will be utilized annually: 

Step 1 = In order to make projections for the next school year, the District will annually 

determine actual seats possible for current school year by department. To determine total 
seats possible for current year by department, the number of actual sections by department 
will be multiplied by Board policy determined maximum average class size.  Courses with 
alternate maximum class size will be factored into this calculation.  

Step 2 = To determine total seats available for current year, the District will collect current 
total enrollment by department.  By subtracting the actual total enrollment (occupied seats) 
by department from total possible seats as established in Step 1 of this process, the District 
will determine total seats available by department for current year.   

Step 3 = To determine available seat distribution by grade level by department for current 

year, the total seats available, as determined in Step 2, will be multiplied by actual proportion 

of current enrollments per grade level.   

Step 4 = To project available seats by department for the next school year, the Secondary 

Principals and District Administrator will establish number of projected semester sections per 
department.  To establish total number of available seats by department for next school year, 
the total number of semester sections projected will be multiplied by the maximum class size 
by department. Courses with alternate maximum class size will be factored into this 
calculation.  

Step 6 = To establish projected available seats by grade level for the next school year, the 

District will use projected available seats by department for next school year, established in 
Step 4, multiplied by the grade level enrollment proportions from current year (% of total 
department enrollment by grade level) multiplied by % increase or decrease projected by 
grade level based on District matriculation calculations (advancement of current grade 5, 6, 7, 

8, 9, 10 and 11 students).   

 3rd Friday December enrollment will be used to run calculation. Current open enrollment 

students and siblings will be guaranteed future enrollment and included in our current 
enrollment and calculation to establish available seats. 

 Per Board Policy 343.2 = SDFA Regular Education Class Size Guidelines are: 

o Elementary 
 Four-Year-Old Kindergarten (4K) – No more than 18 students per 

classroom  section; 
 Five-Year-Old Kindergarten (5K) – 15-25 students per regular classroom; 
 Grades 1-3 - 18-25 students per regular classroom; 
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 Grades 4-5 - 18-30 students per regular classroom; 

o Secondary 
 Department Average - 18-32 students per regular classroom 

 In areas of limiting facilities, areas where safety is a factor, and/or where staff 
currently employed is available, class size may be altered subject to approval 
of the District Administrator.   

 With consideration of the calculations stated above, the District Administrator will make a 

recommendation to the Board of Education whether or not the District intends to deny open 
enrollment requests based on available space in schools, programs and/or classes.  This 
determination will advise the Board’s resolution considered at the January Board of Education 
meeting annually. 

 

Determining Number of Available Open Enrollment Seats - Special Education 

 Based on teacher assignment, annually, the Principals and Pupil Services / Special Education 

Director will annually determine the category for each special education position in regards to 
push-in or pull-out instruction. 

 Using the State of Wisconsin DPI guidelines for recommended caseload stated in the Options 

for Determining Caseloads in Special Education.  Principals and Pupil Services / Special 
Education Director will annually determine the caseload size for each special education 
educator and average caseload size for each special education program by level (pull-out and 
push-in for each elementary, middle and secondary).   

 3rd Friday December enrollment will be used to determine Special Education student 

caseloads. 

 Average caseload size for each special education program by level (pull-out and push-in for 

each elementary, middle and secondary) will be established using the determined caseload per 
teacher per level per program (pull-out and push-in) and averaged using the total number of 

FTE at that level (elementary, middle and high school).   

 The District will use the following process for determining the caseload size for each special 

education educator and average caseload size for each special education program by level 
(pull-out and push-in for each elementary, middle and secondary). 

PROCESS FOR CASELOAD SIZE DETERMINATION: 

Step 1. Director of Special Education and/or his/her designee will assign a Special Education 

Service Level as recommended by the State of Wisconsin to each student based on Options for 
Determining Caseloads in Special Education. For each student on the caseload staff will record 
service level, type of disability, and school level for each student. 
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Caseload Leveling 

 Criteria 

Level 1  No persistent, documented health, sensory, or behavior problems concurrent with 
primary disability 

 Primarily general education curriculum with support and modifications within 
group/whole class setting; with modifications and accommodations, meets at least 

minimal behavioral expectations of general education 

 Students with LD must have an ability/achievement discrepancy of 1.75 standard 
deviation or above 

 Student receives direct services from special educator for <50% of school day 

Level 2  Persistent documented health, communication, sensory, or behavior problems 

concurrent with primary disability 

 Primarily separately designed and paced curriculum requiring small group/individual 
instruction; significant behavioral needs 

 Students with LD must have an ability/achievement discrepancy of 1.96 Standard 
deviation or above 

 Student receives direct services from special educator for <75% of school day 

Level 3  Persistent documented health, communication, or behavior problems concurrent 
with primary disability 

 Entirely separate curriculum and pace requiring individual or small group 
instruction; substantial behavioral needs 

 Students with LD must have an ability/achievement discrepancy of 2.33 Standard 

deviation or above 

 Student receives direct and/or extensive indirect services from special educator for 
> 75% of school day 

Step 2.  Director of Special Education and/or his/her designee will assign a Special 
Education student factor as recommended by the State of Wisconsin to each student 

based on Options for Determining Caseloads in Special Education.  For each student on the 
caseload, staff will identify the appropriate column in the following student factoring tables 
and record this information.  

Caseload Leveling/Weighting  

Special Education Service 
Level 

Elementary Middle School High School 

Level 1 

LD* 

CD* 

ED* 

HI 

VI 

 

1.7 

2.0 

2.0 

2.9 

2.2 

 

1.4 

1.8 

1.7 

2.6 

2.2 

 

1.3 

1.7 

1.6 

2.6 

2.2 

Level 2    
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LD* 

CD* 

ED* 

HI 

VI 

2.1 

2.8 

2.6 

3.3 

2.6 

1.8 

2.6 

2.2 

2.9 

2.4 

1.7 

2.5 

2.0 

2.9 

2.2 

Level 3 

LD* 

CD* 

ED* 

HI 

VI 

 

2.5 

3.5 

3.3 

3.7 

3.7 

 

2.3 

3.3 

2.9 

3.7 

2.9 

 

2.1 

3.3 

2.6 

3.7 

2.9 

* Student factors for categories marked by an asterisk are derived from caseload research 

findings.   

Early Childhood Student Factoring Table 

Early Childhood One session model Two session model 

Moderate 2.2 1.6 

Severe 2.6 1.9 

Step 3.  Director of Special Education and/or his/her designee will multiply the number 
of students with identical disabilities and service levels by the student factor 
obtained.  By adding each of these sums together they will obtain a total caseload 

size.   

Step 4.  Per the State of Wisconsin DPI guidelines for recommended caseload stated in 
the Options for Determining Caseloads in Special Education - SDFA Special Education 
caseload guidelines are a sum of the Student Factors totaling no more than 26 at all 
levels for push-in and 20 for pull out. 

Definition of Disability Areas 

Abbreviation Full Name Definition 

ID (Formerly 
CD) 

Intellectual Disability (Formerly Cognitive 
Disability) 

ID students have significantly subaverage 
general intellectual functioning, existing 
concurrently with deficits in adaptive behavior 
and manifested during the developmental 
period, that adversely affects a child’s 
educational performance. 

EBD (Formerly 
ED) 

Emotional Behavioral Disability (Formerly 
Emotional Disability) 

EBD is a condition exhibiting one or more of 
the following characteristics over a long period 
of time and to a marked degree that adversely 
affects a child’s educational performance:(A) 
An inability to learn that cannot be explained 
by intellectual, sensory, or health factors; (B) 
An inability to build or maintain satisfactory 
interpersonal relationships with peers and 
teachers; (C) Inappropriate types of behavior 
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or feelings under normal circumstances; (D) A 
general pervasive mood of unhappiness or 
depression; and/or (E) A tendency to develop 
physical symptoms or fears associated with 
personal or school problems. 

HI Hearing Impairment HI is an impairment in hearing, whether 
permanent or fluctuating, that adversely 
affects a child’s educational performance but 
that is not included under the definition of 
deafness in this section. 

LD Learning Disability LD is a disorder in one or more of the basic 
psychological processes involved in 
understanding or in using language, spoken or 
written, that may manifest itself in the 
imperfect ability to listen, think, speak, read, 
write, spell, or to do mathematical 
calculations, including conditions such as 
perceptual disabilities, brain injury, minimal 
brain dysfunction, dyslexia, and 
developmental aphasia. 

VI Visual Impairment VI including blindness means an impairment 
in vision that, even with correction, adversely 
affects a child’s educational performance. The 
term includes both partial sight and blindness. 

 

Required Preference 

Selection of Applications - Should the number of applications for open enrollment 
into the District exceed the number of slots available for open enrollment, 
nonresident student names will be selected for admission using a random selection 

process.  The District Administrator or his/her designee shall use the following 

process: 
 
1. Upon receipt of any paper copy of a nonresident student's application to attend 

a school or program in the District, office staff shall affix a date stamp (or a 
written and initialed date) to the application and forward the application to the 
District Administrator or his/her designee for review and processing.   

 

2. Students, including Tuition Waiver students, who are currently attending 
school in the District (excluding part-time attendance by a student who is 
enrolled in another public school district, a private school, a tribal school or 
home-based private educational program) shall be guaranteed approval. 

3. Siblings of currently attending students (excluding part-time attendance by a 
student who is enrolled in another public school district, a private school, a 
tribal school or home-based private educational program) shall be guaranteed 

approval.  If the sibling requires special education or related services as 
required by the student’s individualized educational plan (IEP), refer to AR423 
Acceptance and Rejection (5). 

4. The remaining non-attending student applications shall be approved by the 
following random selection process: 

a. All submitted applications are assigned a number starting with 1 by 

alphabetical order of the student’s legal last name. 

b. Using an electronic randomization tool, the numbers shall be entered and 
randomized. 
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c. The randomly ordered numbers shall be printed for the record and used in 
determination of approval of applications. 

d. If a student is selected and space is not available in said class or program, 

they shall be placed on a waiting list in the same order that they were 
randomly selected. 

e. If a student whose application was randomly selected has sibling(s) in the 
same random selection process, said sibling(s) shall immediately be 
granted approval if space is available in said class(es) and/or program(s).  
If space is not available, the sibling(s) shall be placed on the waiting list in 
the order they were considered for approval. 

5. The District creates and administers waiting lists for applications received 

during the regular application period that are initially denied due to space 
limitations. The District does not administer waiting lists for current-year open 
enrollment applications submitted by nonresident students under the 
alternative application procedure. The waiting list shall be maintained and 
utilized through the third Friday in September, but only if the student will be in 
attendance on the third Friday in September.     

 
Students and families shall be notified of approval/denial per State Statute.   

 
Resident Open Enrollment Students 
 
Resident students may apply for full-time open enrollment in another public school 

district in accordance with state law. An application may be denied if the resident 
student is ineligible for open enrollment under state law (e.g., the student does not 
meet the age requirements for school attendance or for early admission, the District 
does not have the same prekindergarten, 4-year-old kindergarten or early childhood 

program offered by the nonresident district, etc.), or the application is determined to 
be invalid (e.g., the application is incomplete, untimely, or in excess of the number 
of allowable applications).  

 
If the student has applied for open enrollment under the alternative open enrollment 
application criteria and procedures authorized by law, the District shall deny the 
student’s open enrollment if the District determines that none of the criteria relied 
on by the student to submit the application apply to the student. However, prior to 
denying an alternative application on the basis that the parent or guardian did not 
provide enough information to allow the District to assess whether the student has 

been the victim of repeated bullying or whether open enrollment would be in the 
best interests of the student, the District shall offer the parent or guardian an 
opportunity to provide additional information in a timely manner.  
 
For the 2015-16 school year, the District may also deny a resident student from 
attending school in another public school district under the alternative open 

enrollment application criteria if the costs of the special education and related 
services required in the student's IEP would place an undue financial burden on the 
District, taking into account the District’s total economic circumstances, and 
provided that the student has not been a victim of a violent criminal offense as 
further defined under state law. 
 
Legal Ref.:  Section 118.51, 120.13, 121.78(1)(a), 939.22(10), Wisconsin Statutes 

 PI 23, PI 36, Wisconsin Administrative Code 
 Wisconsin Department of Instruction Options for Determining 

Caseloads in Special Education 2001 
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Cross Ref.: Board Policy 423 – Open Enrollment 
 Board Policy 112 - Discrimination 

 Board Policy 343.2 – Class Size 
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