
Online Registration 
Process



Select 2025-2026 Online Registration



Welcome/Introduction 
Screen: goes over the 
required documents 
that must be provided 
with the registration.



Student Summary Screen: provides the name(s) and information of any 
students the parent may currently or previously have enrolled in Charles 
County Public Schools.



Electronic Signature: Please enter your name as it appears in the top 
right corner of the screen. If anything else is entered, it will give you 
an error message.



Family Address: Please 
enter your Home Address 
as it appears on your 
Proofs of Domicile in the 
Search box, then select 
your address.

• If you are a new parent, please enter your Home Address 
as it appears on your Proofs of Domicile in the Search box.

• If you are a returning parent, please check the “Check here 
if your address has changed” box to search for your new 
home address.



Mail Address

• Please check the “Mail address is the same as home 
address” button if your mailing address is the same as your 
home address. 

• If your mailing address is different than your home address, 
please enter it in the Search box or enter it into the open 
fields.



Parent/Guardian:

• If you are a new parent to CCPS, please click 
the “Add New Parent/Guardian” button to 
begin adding your information. You will be able 
to add an additional parent after completing 
your information.

• If you are a current parent, please click the 
Edit button and edit each parent’s information, 
as necessary.

• Please note that Step-Parent’s should NOT 
be added on to the Parent/Guardian screen 
unless there are Court Documents showing 
they have legal guardianship.



Parent 
Demographics:

Please enter the 
information requested and 
save and continue.



Mail 
Address:

• Please confirm that the 
Mail Address is either the 
same as the Home 
Address or enter a 
mailing address, if 
necessary.



Parent/Guardian Work 
Address:

• Please enter your employer 
information.

• If you do not wish to provide 
your employer information or it 
does not apply, please click the 
“Check here if parent/guardian 
does not have an employer OR if 
you are registering for 
homeschooling” box.



Contact 
Information:

• Please enter the phone number(s) 
that you would like to list as your 
contact number(s) as well as your 
email address.

• If parent does not have an email 
address, please check the 
“Parent/Guardian does not have an 
email address” box.



Military Status:
Please enter Military 
Status for the parent if 
applicable. If not, please 
Save and Continue.



Parent/Guardian:

• Once all Parent/Guardian information has been provided, please click Save 
and Continue.

• Should you need to add an additional parent/guardian, please click the 
“Add New Parent/Guardian” button and complete the previous screens for 
the new parent.



Emergency:

• Please click “Add New 
Emergency Contact” to begin 
adding a person you would 
like to have listed as an 
Emergency Contact for your 
child.

• If you wish to not add any 
Emergency Contacts, please 
check the “I decline to specify 
any Emergency Contacts 
and/or I am homeschooling 
my children.



Emergency Demographics:
Please enter the fields shown to enter Emergency Demographics for the contact.



Emergency Contact 
Information:

• Please add any phone numbers for the Emergency 
Contact that you would like the school to call in case of 
an emergency.



Emergency

• Please click the “Add New Emergency 
Contact” to add an additional contact 
and complete the previous screens for 
the contact.

• Please click Save and Continue to 
continue with the registration 
process. 



Students:

• Please click “Add New Student” 
to add new information for new 
student(s).

• Click “Edit” to update any 
previously or currently enrolled 
student(s).

• Click “Exclude” next to the 
student(s) name for which you do 
not want to update. (Ex. If your 
child is currently enrolled and no 
information has changed but you 
are adding a new sibling.)



Student 
Demographics:

• Please select your schooling choice from the following options: 

• “I am enrolling my child in CCPS” – Regular enrollment for 
prekindergarten through Grade 12 for the 2025-2026 school year.

• “I am enrolling my child in homeschooling” – Enrolling students 
who will attending a homeschool program.



Student Demographics Cont’d:
Please add all the required demographic information for the student



Demographics 
Cont’d:
Additional 
Information

Please select the student’s 
birth country, birth city, 
and birth verification 
document type.



Student Demographics 
Cont’d: Ethnicity & Race

• Please select one Ethnicity from the dropdown menu 
and then select any of the boxes regarding the student’s 
race.



Student 
Demographics 
Cont’d: Health 
Information

Please provide your child’s 
Physicians' and Dentist’s 
information, if applicable.



Student Demographics 
Cont’d: Health 
Conditions

• Please add any Health 
Conditions your child may 
have by clicking the “Add 
New Condition” button. 

• If student does not have 
any Health Conditions, 
please check the “Student 
has no health conditions” 
box.



Language 
Survey:
Please indicate your child’s 
language in the questions 
provided. 



Previous 
Schools 
Attended:

• Please provide previous school attended information for 
the past two years, if applicable, for your child.



Parent/Guardian 
Relationships:

• Please select a 
Relationship type for each 
parent.

• Please check all boxes that 
apply for each parent. It is 
important that these boxes 
are checked as it effects 
how communication is 
received for each parent.



Emergency Contact Relationships:

Please select a Relationship type for each Emergency Contact.



Emergency 
Contact Order:

• Drag and drop the contacts below in the order in which 
they should be contacted in the event of an emergency.



Special Services:

• Please answer Yes or No to the Special 
Services questions. 

• If an answer is Yes, you will be 
required to answer additional questions 
that will appear upon a Yes response.



Discipline 
History:

• Please answer Yes or No 
to the Discipline History 
questions. 

• If an answer is Yes, you 
will be required to answer 
additional questions that 
will appear upon a Yes 
response.



Free or Reduced 
Meals Qualifying 
Sibling:

• Please answer Yes or No if the child you are registering has a sibling who 
has qualified for Free or Reduced Meals for the 2025-2026 school year.



OLR GATE (Gifted 
Services or 
Programming):

• Please provide responses 
to the following questions if 
your child received gifted 
services or programming at 
his/her previous school.

• If not applicable, you may 
click the Save and Continue 
button.



PreK Experience 
(only for KD 
registrations):

• If you are registering a 
student in Kindergarten, 
please provide a response of 
what kind of PreK 
Experience your child had 
prior to enrolling in 
Kindergarten.



PreK Introduction (only 
for PreK applications):

• If you are applying for PreK, 
please indicate the tier for which 
your child is applying based on the 
income guidelines provided.



PreK Tier Application 
(only for PreK 
applications):

• If you are applying for PreK, please complete the 
PreK Tier Application and provide all required 
information. Any missing information could cause a 
delay in the processing of your application.



PreK Tier 2 and Tier 3 
Application (only for PreK 
applications):

• If you are applying for PreK, please 
respond to the statements to confirm 
you accept the conditions of a Tier 2 or 
Tier 3 application.



School Selection:

• The system will automatically select 
the school for the student you are 
registering based on the Family Home 
Address. Please click the Save and 
Continue button.



Students Screen 
Cont’d:

• Once you have completed entering 
information for your child, you will 
be returned to the Students screen 
where you will have the option to 
Add or Edit another student. If you 
do not need to add/edit any 
additional students, you may Save 
and Continue.

• Please click “Add New Student” to 
add new information for new 
student(s).

• Click “Edit” to update any 
previously or currently enrolled 
student(s).

• Click “Exclude” next to the 
student(s) name for which you do 
not want to update. (Ex. If your 
child is currently enrolled and no 
information has changed but you 
are adding a new sibling.)



Documents:
• Please click the blue upload button to upload 
Proofs of Domicile under the Family section. 

• Please click the blue upload button to upload the 
required Student documents under the Students 
section.



Review/Submit 
Screen:

• Please click the green Review button to review the 
registration information you have entered throughout the 
registration process.



Review/Submit 
Screen Cont’d:

• Please scroll through the Review screen and review the information you have 
entered to be sure it is correct. If any changes need to be made, you can click the small 
Edit buttons next to a section to make changes.

• Once the full registration has been reviewed, please check the box that states, “I 
have reviewed all registration data and verified that it is correct.” Then please click the 
green Submit button.



Confirm:

• Once you click the submit 
button, you will receive a 
pop-up box regarding that 
you acknowledge that the 
information you have 
provided is accurate, 
complete, and true to the 
best of your knowledge.

• Please click the OK button 
to allow the submission to 
continue.



Completed 
Message:

• You will receive a message letting you know that the registration 
has been successfully completed and that school staff will now 
review the registration and will contact you.

• To see the Status of your registration, click the Status button and it 
will show you where the registration is at in the process. Waiting 
means, it is pending review by the school; Accepted means it was 
accepted by the school; Denied means it was denied by the 
school. You should receive communication via email depending on 
the status you see.
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