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WeAreSCPPS.org &
TO:

FROM: Erin Crisham, Director of Student Services
DATE: March 2, 2026

RE: Out of Attendance Zone Requests for Non-resident Certificated Employees (Deadline May 22, 2026)

As a full-time non-resident certificated employee of St. Charles Parish Public Schools, residing outside the district
requesting to enroll your child(ren) in St. Charles Parish, you must complete the following:

1. Initiate the on-line enrollment process

2. Complete the Out of Attendance Zone Request for Non-resident Certificated Employees form (accessible on District
Intranet beginning 3/2/26 under the Student Services/Child Welfare and Attendance Department tab).

3. Submit the completed form and the following documents:
e One utility bill, electric, gas or water only (cable or phone bills will not be accepted.)
¢ If yourchild has an exceptionality/disability, a copy of the IEP and/or IAP
e  Acopy of your St. Charles Parish Public Schools employee 1D (if new hire, submit written verification of
employment from the Human Resource department)

Requests for the 2026-2027 school year will be accepted, beginning March 16, 2026, and must be received in
the Student Services/Child Welfare Department by May 22, 2026.

All required documents should be e-mailed, in a password-protected document to

outofattendancezone @wearescpps.org. Once notified of approval any payment (check or money order only)
associated with your child’s registration should be in a sealed envelope and either mailed or delivered to the St.
Charles Parish Public Schools, Attn: Student Services/CWA Department, 13855 River Road, Luling, LA 70070.
Incomplete requests or requests submitted after the deadline may jeopardize approval of your request.

This authorization is for the requested school session only. Since circumstances change from year to year you are
reminded that it will be necessary to renew this authorization each vear.

NOTE: The principal of the receiving schoo! has the right to revoke this permission if your child commits any of the
following behaviors in excess: Violation of school rules, tardies, early arrivals, late pick-ups, early pick-ups, and not
attending school. If your child commits an expellable offense, the waiver shall be revoked.

Pre-Kindergarten student placement is determined by specific program regulations and takes precedence over any
OZ Waiver that may be granted. OZ Waiver approval does not guarantee placement when program requirements
apply. This OZ Waiver authorization is valid for the requested school year only. Because circumstances may change
from year to year, families must submit a new OZ Waiver application annualily.

Approved: Dr. Ken Qertling, Superi
Revised 1/2026
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Non-Resident Certificated Employee
Enrollment Payment Election Form

Employee Name: Employee ID Number:
Employee Job Title: Employee # of Days Contracted:
Student Enrollment Date:

Please complete, print, sign, scan, and email this form to
outofattendancezone@wearescpps.org.

Section 1 — Employee/Student Information

I , certificated employee of St. Charles Parish Public
(employee name)

Schools understand that as a ,  have the privilege of registering my
(position title)

child(ren) in St. Charles Parish Public Schools. The following child(ren) will be registered once I
complete this election form.

List all students below and the approved school:
Name of Student Approved School

NOTE: The principal of the receiving school has the right to revoke this permission if your child/children commits
any of the following behaviors in excess: Violation of school rules, tardies, early arrivals, late pick-ups, early pick-ups,
and not attending school. If your child/children commit an expellable offense, the waiver shall be revoked.

Pre-Kindergarten student placement is determined by specific program regulations and takes precedence over any OZ
Waiver that may be granted. OZ Waiver approval does not guarantee placement when program requirements apply.
This OZ Waiver authorization is valid for the requested school year only. Because circumstances may change from
year to year, families must submit a new OZ Waiver application annually.



Section 2 - Payment Election

I understand that I am to fulfill my financial obligation of submitting payment in the amount of
$1,000.00 per child to the St. Charles Parish Public Schools Business Office. I have selected the
preferred method of payment below. Please select your preferred option of payment:

1. 1, will pay the amount of to the Business Office
via money order or check by July 16, 2026.

2. 1, elect to make monthly payments via payroll deduction. I understand
the total amount owed will be equally divided by 12 and spread over my checks for the fiscal
year. In the event that my children or myself start late or withdraw/terminate earlier than the
scheduled student/employment dates, my payment will be prorated accordingly.

Section 3 - Additional Information
(Please type your initials in the space provided below to indicate your consent)

I understand that if my contract ends early for any reason, my child(ren) will not be allowed to
remain in the assigned school for the remainder of the school year. Additionally, I understand that my
last day of employment will be my child(ren)'s last day of enroliment in SCPPS.

I understand that if my monthly check is insufficient to cover the Tuition Payroll Deduction, I
will be required to remit that amount to the Business Office via money order no later than the 25th of
that month.

I understand that a copy of this document will be forwarded to the Business Office and filed in
my personnel file.

Employee Signature Date

Director of Student Services Signature Date

Please complete, print, sign, scan, and email this form to outofattendancezone@wearescpps.org.

Copy:
Business Manager/Payroll Manager/Personnel File
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School Year Out-of-Attendance Zone Request for Non-resident Certificated Employees

I , as a non-resident certificated employee of
(Parent/Legal Guardian printed name)

St. Charles Parish Public Schools, am requesting for my child/children to attend school in St. Charles Parish Public
Schools. I understand that I am responsible for paying $1,000.00 per child. I understand that the principal has the right to
revoke permission if your child/children engage in any of the following behaviors in excess: violation of school rules,
tardies, early arrivals, late pickups, and/or early pickups. If your child/children commit an expellable offense, the waiver
shall be revoked. This authorization is for the requested school session only. Since circumstances change from year to
year you are reminded that it will be necessary to renew this authorization each year.

Requesting School Year:

(1)Student’s name

The school you are requesting permission for your child to attend.

The grade level your child will be entering if approved.

‘What school did your child attend during the previous school year?

Will this student be registered for Before and After Care? Yes or No If so, AM care, PM care or both
(Circle one)

(2)Student’s name

The school you are requesting permission for your child to attend.

The grade level your child will be entering if approved.

What school did your child attend during the previous school year?

Will this student be registered for Before and After Care? Yes or No If so, AM care, PM care or both
(Circle one)

(3)Student’s name

The school you are requesting permission for your child to attend.

The grade level your child will be entering if approved.

What school did your child attend during the previous school year?

Will this student be registered for Before and After Care? Yes or No If so, AM care, PM care or both
(Circle one)

Mailing
address:

District e-mail address:

Daytime contact phone numbers:

Mother/Legal Guardian: Father/Legal Guardian:

Parent/Legal Guardian Signature Date

Parent/Legal Guardian Signature Date
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Out of Attendance Zone Request for Non-Resident Certificated Employees

Employee Responsibilities:

Checklist

Obtain a copy of the Out of Attendance Zone Request for
Non-Resident Certificated Employees packet (Accessible on the
district website under Student Services/Child Welfare and
Attendance tab)

Supporting documents:

e Copy of St. Charles Parish Public Schools employee i.d. card

e One utility bill (electric, gas, or water)

e IEP or IAP (if applicable)

Complete BASCC registration process (if applicable)

Submit completed Out of Attendance Zone Request for
Non-Resident Certificated Employees with all applicable supporting
documents electronically to Child Welfare and Attendance
Department by encrypting and scanning via e-mail to
outofattendancezone(@wearescpps.org (annually)

Application is due May 22, 2026

Once notified of provisional enrollment in writing via e-mail,
electronically submit completed Non-Resident Certified Employee
Payment Form to outofattendnacezone@wearescpps.org

If lump sum is elected, mail/deliver lump sum payment with copy of
Payment Form to Student Services/CWA Department by July 16,
2026.

Complete registration process at school site once final approval
determination letter is received via e-mail from Student
Services/CWA Department informing your child is approved to
enroll.




