
General K-12 enrollment or pre-registration

General K-12 Enrollment
Getting your child enrolled or pre-registered
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General K-12 enrollment or pre-registration

Step #1: Use Discover PPS to find your home school
URL: http://www.discoverpps.org/
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General K-12 enrollment or pre-registration

Step #2: Gathering all of your supporting documents “4 and in the Door”
• Please make sure that all documents are summited

• Incomplete enrollments will not be processed and denied

• Incomplete enrollments will be given back until all documents

are submitted

1. Proof of child’s age (5 yrs.  before 9/30)

2. Current Proof of Residency #1

3. Current Proof of Residency #2

4. Current Immunizations for the student
Note: Examples of types of documents you can submit can be found on the top part of the enrollment form (pg.1)
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General K-12 enrollment or pre-registration

Step #3: Choose how you wish to enroll
https://www.pghschools.org/Page/4870

• Our PPS Enrollment Form pdf
• Form is a type-able pdf

• Can only be done on a computer, but not a smartphone or tablet

• You will have to mailed, emailed or faxed with all of the supporting documents

• The enrollment form can be mailed to you as well by Robin Taylor (rtaylor3@pghschools.org) 

• Our PPS Enrollment Form Survey
• Must have all supporting documents to upload in order to complete

• Can be done on an tablet, a computer and a smartphone

• Cannot be saved to work on at another time, must completed and saved
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General K-12 enrollment or pre-registration

Step #3: Choose how you wish to enroll 

Things to keep in mind when completing the enrollment form/survey 
• Parent email address: leave an email address so that you can be reached through district or school communications and for you 

receive your Home Access Credentials (HAC)

• Primary phone number: please make the primary phone is a number that robo-calls and district/school communications can 
reach you at anytime.

• Primary parent on enrollment: who ever is listed first will be considered the primary parent, which means that that parent’s 
Home Access Center credentials only can sign-up for magnet lottery

• Out of state enrollments: parent’s moving into the district at a later date, please make sure to get your Pittsburgh current 
residency in asap, before June 1

• Proof age: the name on your child’s proof of age is the official name that child will be registered under

• Print legibly: if you choose to handwrite your enrollment form, please print legibly – makes enrollment easier 

• Early Childhood students: if your child is in a PPS Early Childhood currently, we ask that you still complete an enrollment with the 
“4 and in the Door” so we have the most up-to-date information on your child.
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General K-12 enrollment or pre-registration

Step #4: Getting enrollment packet successfully submitted

• Our PPS Enrollment Form pdf
• Email: Robin Taylor rtaylor3@pghschools.org and Tiffany Buchanan tbuchanan1@pghschools.org

• Please always Cc yourself on any correspondences so you have a copy and attachments

• Please do not email screenshots of the enrollment form, submit the pdf as an attachment

• You may attach clear screenshots of all supporting documents

• Please not email partial documents – the enrollment will not be accepted if incomplete

• Mail: All paperwork to . . . .
Central Enrollment Office, Pittsburgh Public Schools Administration Building, DREA, 

Attn: Robin Taylor Room #218, 341 S. Bellefield Ave., Pittsburgh, PA 15213

• Incomplete enrollment packets are subject to being mailed back until complete

• Fax: Attn: Robin Taylor 412-325-8101

• Our PPS Enrollment Form Survey
• Must have all supporting documents to upload in order to complete

• You cannot go back and upload documents when done

• Please remember to please SAVE your survey if not you will have to start all over again
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General K-12 enrollment or pre-registration

Step #5: Enrollment Processing and Home Access Center (HAC)
• Robin Taylor will process the next year pre-registrations

• The home school will be processing current year registrations

• Ms. Taylor or the home school will reach out that your child has been registered and provide you with 
your Home Access Center (HAC) credentials
• Allows the parents to see the progress during school

• The primary parent listed on the enrollment form can go in and sign-in for magnet lottery

• Please give it overnight to use your HAC credentials for magnet lottery

• If you are doing a current enrollment and need technology for virtual learning, please reach out to your 
school to make arrangements. http://www.discoverpps.org/ 

• Magnet lottery: https://www.pghschools.org/Page/4871
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General K-12 enrollment or pre-registration

Central General Enrollment Contacts
• Robin Taylor rtaylor3@pghschools.org

• Tiffany Buchanan tbuchanan1@pghschools.org

Magnet Office Enrollment Contacts
• Ebony Latham elatham1@pghschools.org

• Rhonda Bennett rbennett1@pghschools.org

Early Childhood Office Enrollment Contacts
• Website: https://www.pghschools.org/Page/4971

• Contact phone:412-529-4291 or Kimberly Schmotzer ksmotzer1@pghschools.org
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