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1.0 RATIONALE 
 

1.1 These admission procedures have been developed with the following goals in mind:  

1.1.1 to facilitate the registration process for parent(s)/guardian(s) and school staff by providing clarity 
around the necessary documents required for admission of students and the steps to be taken for 
registration;  

1.1.2 to ensure compliance with the Education Act, board policy, federal immigration regulations, and 
other relevant regulations; and 

1.1.3 enable school and board staff to effectively plan the allocation of resources through balanced 
enrolment. 

 
1.2 Situations not covered in this administrative procedure should be referred to the appropriate 

superintendent of education for clarification prior to the admission of a student.  
 
 

2.0  GENERAL PROCEDURES 
 

2.1 It is the responsibility of the parent(s)/guardian(s) to provide evidence that the student has a right to 
attend a Bluewater District School Board (BWDSB) school, in accordance with eligibility requirements of 
the Education Act and board policy BP 6212-D “Boundaries (School Attendance Areas)”. This includes 
ensuring the accuracy of all registration documentation (e.g., proof of birth, proof of residency etc.).  

 
2.2 Where a student and the parent(s)/guardian(s) reside within the boundaries of Bluewater District School 

Board they will generally attend their home school, as determined by the student’s home address and 
school boundaries and will be registered as a resident pupil of the board.  

 

2.3 A student must register at their in-boundary (home) school.  
 

2.3.1 A student who wishes to attend a school other than their in-boundary school, as verified by 
documentation supplied in accordance with section 2.4 of this procedure, must receive out of 
boundary approval (see AP 6212-D “Boundaries (School Attendance Areas) - Out of Boundary 
Requests”).  

https://www.bwdsb.on.ca/about_us/policies_and_procedures
https://www.bwdsb.on.ca/about_us/policies_and_procedures
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2.4 The following original documentation, or copy certified by a commissioner, notary public or lawyer as 
original, must be presented by the parent(s)/guardian(s):  
 

2.4.1 Completed form AF 6201 “Student Registration” 

2.4.2 Birth verification showing the student’s date of birth - accepted documents include1,2:  

2.4.2.1 birth certificate; 

2.4.2.2 certified copy of statement of live birth;  

2.4.2.3 birth registration;  

2.4.2.4 Ontario driver’s license;  

2.4.2.5 Canadian citizenship card; 

2.4.2.6 Canadian permanent resident card; 

2.4.2.7 confirmation of permanent resident;  

2.4.2.8 secure certificate of Indian Status Card; 

2.4.2.9 passport;  

2.4.2.10 baptismal certificate;  

2.4.2.11 registration of adoption; 

2.4.2.12 visitor record; 

2.4.2.13 record of landing;  

2.4.2.14 report pursuant to the Immigration and Refugee Protection Act; or, 

2.4.2.15 student authorization/study permit.  

  
2.4.3 Proof of residency and school boundary verification showing the student/parent/guardian’s home 

address - accepted documents include 3:  
 
2.4.3.1 current property tax assessment/tax bill;  

2.4.3.2 lease/rental agreement;  

2.4.3.3 ownership title;  

2.4.3.4 proof of purchase agreement for the primary residence;  

2.4.3.5 current utility bill in the name of the parent(s)/guardian(s)/adult student;  

2.4.3.6 government forms (e.g., Service Canada documents); or 
2.4.3.7 letter of residency. 

 
2.4.4 Citizenship and immigration documents, if applicable 

2.4.5 Custody and/or guardianship documents, where applicable 

2.5 The following original documents may be requested from the parent(s)/guardian(s) to support the 
student’s needs:  

2.5.1.1 medical and health information including the completion of the AF 6813 “Student 
Health/Safety Information and Consent to Release” 

2.5.1.2 the student’s immunization record (where applicable) 

 
1 Ontario health cards do not qualify as proof of birth. 
2 Proof of birth documentation must not be photocopied and stored within the student’s Ontario Student Record. AF 6201 
“School Registration Forms” contains areas of attestation to be completed by school staff to indicate that they have reviewed 
the appropriate documents and that the necessary information is captured accurately. 
3 As per Ministry direction (2018:SB08), a driver’s license does not qualify as proof of residence. 
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i. student immunization data is transferred to public health and will not be stored by 

BWDSB in the OSR. 

2.5.1.3 Individual Education Plan (IEP);  

2.5.1.4 Identification, Placement, and Review Committee (IPRC) statement of decision;  

2.5.1.5 Ontario Student Transcript (OST)/report card(s)/credit counselling form (status sheet);  

2.5.1.6 Ontario Secondary School Literacy Test (OSSLT) results;  

2.5.1.7 record of community involvement hours; and  

2.5.1.8 student course selections (if applicable). 
  

2.6 It will be important to identify English as a Second Language (ESL) students during the registration 
process to ensure appropriate assessments can take place, ensuring that the board is able to effectively 
support the education and well-being of the student. For those staff that register students, please follow 
‘Appendix A: ESL Considerations during the Registration Process’. 
  

2.7 Office Procedures and School Records 
 

2.7.1 The principal, or designate, will: 
2.7.1.1  ensure that student registration information is in order (as noted in section 2.4/2.5) and 

will enter the student’s information into the student information system (SIS); and 
2.7.1.2   request the student record, at the time of registration, for those students that have 

previously attended school, within or outside of Ontario (refer to Combined Document – 
Ministry of Education Ontario Student Record Guidelines (2000) and BWDSB AP 6701-
D Ontario Student Record (November 2018)); or 

2.7.1.3   create a new Ontario Student Record (OSR) for all new registrants (refer to Combined 
Document – Ministry of Education Ontario Student Record Guidelines (2000) and 
BWDSB AP 6701-D Ontario Student Record (November 2018)). 

  
 

3.0 CUSTODY AND GUARDIANSHIP 

 
3.1 The following are entitled to register the student to attend school and are equally responsible for 

decisions that pertain to the education of the student: 

3.1.1 parents (natural or adoptive) who reside together with the student;  

3.1.2 parents who have joint custody by agreement or court order;  

3.1.3 parents who have no formal custody order (sole, joint, or otherwise);  

3.1.4 parents who have a separation agreement that specifies custody (see 3.2 and 3.3); 

3.1.5  (legal) guardian, who is a person, other than the parent(s) of the student, who has lawful custody 
of a student (Education Act, subsection 1(1)).  

3.1.6 guardian as per AF 6207 “Educational Guardianship Agreement (EGA)” (section 3.9), or where a 
16 or 17 year-old has withdrawn from parental control and has selected a new guardian (AF 6208 
“Notification of Withdrawal from Parental Control for Students 16 to 17 Years Old”) (see section 
4.0); or 

3.1.7 adult student, or a youth 16 or 17 years of age, who has withdrawn from parental control and is 
living independently (AF 6208) (see section 4.0). 

 
NOTE A: The principal and/or area superintendent may refer cases that present exceptional  
  circumstances to the director of education for review. The director of education may  
  choose to obtain legal advice. 

3.2 In all instances, the identity and the address of the parent/legal guardian must be verified. 
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3.3 If one parent is granted sole custody of a student for educational matters/purposes, that parent alone 

determines the student’s right to attend school, register the student in school, and make education-related 
decisions that affect the child. 

3.4 Unless otherwise stated in custody/access agreement, access parents (those granted with parenting 
time) are not entitled to register a student to attend school, nor do they have the right to make decisions 
that pertain to the education of the student. Access parents have a legal entitlement, provided for under 
the Children’s Law Reform Act, to make inquiries and to be given information as to the education and 
welfare of the student, unless the right is specifically denied by court order. Access parents may or may 
not have the right to access the student during the school day. If such a situation presents itself, review 
the custody and access order/agreement contained in the student’s Ontario Student Record (OSR) and/or 
contact the primary caregiver.  

3.5 It is the responsibility of the parent(s)/guardian(s) to provide a copy of the most recent court order/custody 
agreement/legal guardianship documentation for the OSR and to inform the school about any special 
custody and/or access arrangements, including restraining orders, interim orders, amending orders, etc. 
A copy of the custody order/agreement/legal guardianship documentation shall be filed in the OSR 
(documentation folder).  

3.6 At the time of registration, due to family disruption, it may occur that a student under the age of 18 years 
may be residing with an adult who is neither their parent, nor their legal guardian. In this instance, the 
principal, in consultation with the area superintendent, has the discretion to allow the student to register 
and attend school while legal guardianship arrangements are completed. Proof of legal guardianship 
must be provided once arrangements are finalized.  

3.7 In all cases of custody and access, the priority of the school staff and administration is to ensure the 
safety and well-being of the child. The school, staff, and administration should be viewed as safe and 
neutral, and their duty is to remain neutral to the custody proceedings. Where parents are in dispute 
about the right to attend school or make educational decisions, guidance should be sought from the area 
superintendent of education.  

3.8 Bruce Grey Child and Family Services should provide a letter from the agency and a court ordered 
document from an Ontario court for students in their care. 
 

3.9 Educational Guardianship Agreement (EGA)  
 

An Educational Guardianship Agreement (EGA) (AF 6207) is an agreement where the custodial parent(s) 
grants lawful guardianship (custody and control) of the student for educational purposes, to an adult who 
resides within the boundaries of Bluewater District School Board. Under the EGA, the custodial parent(s) 
relinquishes all rights they have to the custody and guardianship of the student for educational purposes, 
including day-to-day educational decisions as custodial parent of the student, to the guardian(s). The 
guardian(s) accepts lawful custody and control of the student from the custodial parent(s) and agrees to 
be responsible to the board for the student with respect to education.  
 
The EGA allows a student, who would otherwise be unable to qualify as a pupil of the board, to attend 
school in Bluewater. The EGA shall be signed in front of a commissioner (a person empowered to 
administer oaths and take affidavits), or notary public.  

 
3.9.1 Acceptable circumstances for the use of an EGA may include:  
 

3.9.1.1 marital separation or divorce in which the custodial parent is temporarily or 
permanently unable to support the child;  

3.9.1.2 instances of physical and/or mental illness where the student’s custodial parent is 
temporarily unable to care for the student;  

3.9.1.3 instances of physical or mental abuse in the home where the student, with or without 
the support of one parent/guardian, seeks refuge with a relative or friend within the 
boundaries of BWDSB; 

3.9.1.4 instances where the parent(s)/guardian(s) are required to be out of the province or 
country for a temporary period, and where the student(s) are unable to accompany; 
and, 
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3.9.1.5 situations where the student is attending a program in Ontario (e.g., related to the arts 

or sports). Please see section 7 to see if fees are applicable. 
 
3.9.2 The person to whom guardianship is granted under the EGA must be an adult resident within the 

jurisdiction of Bluewater District School Board. 
 
3.9.3 Where a student wants to attend an out of attendance area school, AP 6212-D “Boundaries 

(School Attendance Areas) - Out of Boundary Requests” applies. The EGA shall not be used to 
circumvent attendance boundaries. 

 
 

4.0 STUDENTS WHO HAVE WITHDRAWN FROM PARENTAL CONTROL 

 
4.1 A student’s decision to remove themselves from care and control of their parents is a serious one and 

should be treated as such by the student. Under the Child, Youth and Family Services Act, a student 
aged 16 or 17 may withdraw from parental control. A student’s decision to remove themselves from 
parental control is also recognized under the Education Act (section 18).  
 

4.2 Students who remove themselves from the care and control of their parents at age 16 or 17 can make 
any decisions that an adult student is permitted to make, including attending school. Their parents are no 
longer permitted to receive any information, including information about grades, health and well-being, 
discipline, or where they are residing, without the consent of the student; the withdrawn student will be 
making decisions related to their education and academic services independently, including whether (or 
not) their parent(s)/guardian(s) should be advised of the school they are attending. 
 

4.3 Administrative form AF 6208 “Notification of Withdrawal from Parental Control for Students 16 to 17 Years 
Old” must be completed in order to notify the school that a student, aged 16 or 17, has decided, and 
taken appropriate steps, to remove themselves from parental control. Bluewater District School Board 
reserves the right to seek further information and confirmation, such as evidence of financial 
independence, confirmation of residence, etc. to ensure compliance with attendance area/boundary 
requirements.  
 

4.4 Upon receipt of the completed AF 6208, and satisfactory supporting evidence, the student’s 
parent(s)/guardian(s) will be contacted and advised that the student has indicated that they have 
withdrawn from parental control. As such, school records and the student information system will be 
updated accordingly (as indicated on the form (Student Lives Independently (Section A) or Student 
Selects Guardian (Section B)) and parents/ guardians will no longer be entitled to receive information 
about the student’s education and well-being, and they may no longer access the Ontario Student Record 
(OSR).  
 

4.5 The completed AF 6208 will be filed in the documentation folder of the student’s OSR. 
 

 

5.0 OUT OF DISTRICT STUDENTS 

 
5.1 Out of District Students 
 

5.1.1 An out of district student is a Canadian citizen, who does not qualify as a resident student to 
Bluewater District School Board (BWDSB) under the Education Act because they do not reside 
with their parent(s)/guardian(s) within the boundaries of the board.  

5.1.2 A person who is qualified to be a resident student in another district or zone may request 
admittance to a BWDSB school based on the terms outlined in Section 35 or Section 39 of the 
Education Act. The decision whether to admit the student will be made by the school principal, in 
consultation with their area superintendent of education. 

 
5.1.3 If approved, the application is subject to annual review. 
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5.1.4 If approved to attend a BWDSB school, documentation should be included in the student’s OSR 

which outlines the following: 
 

5.1.4.1 Name of the district where they qualify as a resident student; 

5.1.4.2 If the student, or their parent(s)/guardian(s), is assessed as a public or separate 
school supporter in their school district; 

5.1.4.3 The authority, under the Education Act, to which the student claims the right to attend 
BWDSB (Section 35 or Section 39). 
 

5.1.5 Students admitted under Section 35 or 39 of the Education Act should be recorded as ‘Pupils of 
the Board’ on the enrolment register. 
 

5.1.6 For both elementary and secondary out of district students, transportation is the responsibility of 
the parent(s)/guardian(s), and approvals are student, and grade or program specific, with no 
guarantee that siblings will also receive approval. 

 
 

6.0 EDUCATION SERVICES AGREEMENTS 

 
6.1 BWDSB provides for the instruction for Indigenous students under the Education Act, and in accordance 

with applicable Education Services Agreements (ESA), established collaboratively between the board and 
each First Nation within the jurisdiction of the board.  

 
6.2 Students that reside on the reserves of either the Chippewas of Nawash or the Chippewas of Saugeen 

First Nations shall be admitted and entered as ‘other pupils of the board’ in the enrolment register. 
 

6.3 First Nation students must register at the school designated in their boundary area. Prior to registering the 
student, the school must confirm with the appropriate band office that the band will cover the tuition costs 
of the student. 

 
 

7.0 ADMISSION OF STUDENTS NEW TO CANADA, INTERNATIONAL FEE-PAYING, OUT-OF-
PROVINCE FEE-PAYING AND  EXCHANGE STUDENTS 

 
7.1 Admission of Students New to Canada 

A new to Canada student is an individual who was born outside of Canada and is currently residing or 
immigrating to Canada within the last four years.  

 
7.1.1 One of the following documents are required for admission:  
 

7.1.1.1 confirmation of Permanent Residence (IMM 5292 form);  

7.1.1.2 Permanent Residency Card (PR);  

7.1.1.3 Refugee Claimant Status;  

7.1.1.4 Work Permit (parents); or,  

7.1.1.5 Study Permit (parents or self).  
 
7.1.2 The principal may recommend that a new to Canada student be assessed for language skills for 

placement purposes. Please follow ‘Appendix A: ESL Considerations during the Registration 
Process’. 

 
7.1.3 A new to Canada student who lives with their parent(s)/guardian(s) within the jurisdiction of 

Bluewater District School Board may attend a BWDSB school in their attendance area without 
payment of tuition fees if their parent(s)/guardian(s) can provide the necessary documentation, as 
listed in 7.1.1, and they can verify that they live within the boundaries of BWDSB. 
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7.1.4 Upon completion of the registration (including the entry of information into the Student Information 

System (SIS)) and academic assessment of the new to Canada student (please see Appendix A 
if applicable), all required documents will be filed in the student’s OSR and the classroom 
teacher(s) must be provided with the copy of the academic assessment. 

 
 
7.2 Admission of International Fee-Paying Students 

International students, unless exempt under section 49(7) of the Education Act, are to pay tuition fees in 
accordance with the Education Act. Business Services will determine the tuition fees to be charged on an 
annual basis. 

 
7.2.1 The school is responsible for: 
 

7.2.1.1 the collection and completion of all required documentation for international fee-paying 
students;  

7.2.1.2 completing the student’s registration in the Student Information System (SIS);  

7.2.1.3 verifying the student’s date of entry into Canada by checking the entry stamp in the 
student’s passport;  

7.2.1.4 verifying that the student has a valid study permit issued by Citizenship and Immigration 
Canada (only applies if the student is attending a BWDSB school for a period greater 
than six months); and 

7.2.1.5 collecting and forwarding international student immunization records to the Grey Bruce 
Health Unit (GBHU).  

 
7.2.2 Business Services is responsible for the collection of tuition and application fees. 

 
7.2.3 Providing the student has been confirmed to be an international fee-paying student and has paid 

the required fees (as confirmed by the executive assistant to the superintendent of business 
services), the school is responsible for creating an OSR and maintaining the student’s 
documentation.  

 

7.2.4 An international student whose parent(s)/guardian(s) has granted guardianship to a friend or 
family member who resides in Ontario will not alter the requirement for the payment of tuition fees 
for the student’s attendance at any BWDSB school. 

 

7.2.5 Fee-paying international students must be recorded ‘other pupil of the board’ on the school’s 
enrolment register.  

 

7.2.6 Schools are to consult with Business Services for any additional questions. 
 

7.3 Admission of Out-of-Province Fee-Paying Students 
Students from another province or territory, within Canada or from outside Canada, who are Canadian 
citizens and/or permanent residents of Canada, and whose parent(s)/guardian(s) does not reside in 
Ontario, are required to pay tuition fees. Business Services will calculate annually the tuition fees to be 
paid based on Ontario Regulation 278/19 Calculation of Fees for Pupils.  

 
7.3.1 The student may register without payment of fees if the following conditions are satisfied:  

 
7.3.1.1 The student has an Ontario court order transferring custody from the 

parent(s)/guardian(s) to an adult resident within Ontario; or,  
 

7.3.1.2 The student is a Canadian citizen or a permanent resident of Canada who will be residing 
with an adult resident guardian in the BWDSB boundaries and:  

 

7.3.1.2.1 the guardian is a member of the student’s immediate family residing in school 
attendance area;  
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7.3.1.2.2 the guardian is assuming full responsibility for the care and well-being of the 

student, and the student will reside with the guardian throughout the custody 
period; and,  
 

7.3.1.2.3 a written agreement is in place between the parent(s)/guardian(s) and the 
new guardian that sets out all of the above, as well as the respective 
responsibilities of the parent(s)/guardian(s) and the new guardian (AF 6207).  

 
7.3.1.3 All other situations will likely require payment of fees. 
 

7.3.2 Students who are Canadian citizens, or permanent residents of Canada, who are over the age of 
18, and can provide proof of Ontario residency (see section 2.4), are not required to pay tuition 
fees (e.g., students who are living outside of Ontario to play hockey but can provide proof of 
Ontario residency). 

 

7.3.3 If an out-of-province fee-paying student arrives at the school to register and the school has not 
received notification from Business Services, the school is to contact Business Services.  

 

7.3.4 Business Services is responsible for the collection of tuition fees.  
 

7.3.5 The school is responsible for:  

7.3.5.1 the collection and completion of all required documentation for out-of-province fee-paying 
students;  

7.3.5.2 completing the student’s registration in the SIS; and,  

7.3.5.3 creating an OSR and maintaining the student’s documentation. 
 

7.3.6 Fee-paying out-of-province students must be recorded as an “other pupil of the board” on the 
enrolment register. 

  
7.4 Admission of Students in an Educational Exchange Program 

Reciprocal exchange students are considered ‘pupils of the board’ and receive funding in the same 
manner as a resident pupil. 
  
7.4.1 Tuition fees are waived for the incoming foreign students and outgoing Ontario students if the 

following criteria are met: 
 

7.4.1.1 there is written agreement between the school board and/or schools of the outgoing 
Ontario pupils and the incoming foreign pupils or there is written agreement between the 
school board and an organization sponsoring educational exchange programs (please 
refer to administrative procedure AP 5801-D “Student Exchanges”);  

7.4.1.2 there must be pupil reciprocity (an actual exchange of pupils).  This reciprocity need not 
occur during the same school year  

7.4.1.3 there is a reasonable balance in the number of incoming foreign pupils and outgoing 
Ontario pupils 

7.4.2 These students are considered “Permanent Residents” for funding purposes. 
 

7.4.3 Additional funding may be generated under the ESL Grant if the student comes from a country 
where English is not the first language. The date of entry into Canada must be verified on the 
student’s passport and documented on the school registration form (AF 6201). 

 
7.4.4 Please refer to administrative procedure AP 5801-D “Student Exchanges” for additional 

information regarding the requirements associated with student exchanges. 
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8.0 STUDENTS OVER TWENTY-ONE YEARS OF AGE 

 
8.1 As per section 33(1) of the Education Act, students shall be permitted to attend a secondary school until 

the last school day of June in the calendar year in which they attain the age of 21. 
 

8.2 For those students over the age of 21, who are hoping to attain their secondary school diploma, 
Bluewater District School Board offers an Adult Education Program.  
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APPENDIX A: ENGLISH AS A SECOND LANGUAGE (ESL) CONSIDERATIONS DURING REGISTRATION 

PROCESS 
 
 
 
 

 
 
 

 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

Q: Do parents speak a language, other than 

English, at home? 

Q: Does your child speak and/or understand 

a language, other than English, at home? 

Continue with the standard registration 
process – complete AF 6201  

(no ESL requirements identified).  
If born outside of Canada, ensure language, 
citizenship, immigration status, and date of 

arrival in Canada are completed. 

YES 
NO 

NO 

Continue with student registration using AF 6201, ensuring that language, citizenship, 
immigration status, and date of arrival in Canada are completed. 

 

Q: What is your child’s status in Canada? 

 

BORN IN CANADA / BORN OUTSIDE OF CANADA? 

Arrived from 
another Ontario 

school board 

 

Arrived from out of 
province/country 

Is STEP 
documentation in 

OSR? 

Contact ESL/ELD 
System Lead Teacher to 

set-up an initial 
assessment of the 

student, and an interview 
with the family (with an 
interpreter, if required). 

• Record in Student Information System (SIS): 
o citizenship information, including date of arrival* (*date of arrival is the date that the 

students arrives in Canada to live; not short-term visit/vacation beforehand) 
o language information 
o STEP Level – ESL or ELD Program (enter STEP Level 1 is student is unassessed, or 

level is unknown 

• Notify ELL Support Teacher, classroom teacher, and school administration 

NO 

YES 

YES 

Terminology Legend 
 

ESL: English as a 
Second Language 

ELD: English Literacy 
Development 

ELL: English 
Language Learners 

STEP: Steps to 
English Proficiency 
(framework) 


