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Residency Checklist

Student Name:

School:

Address:

Siblings:

Building Administrative Assistant - Attempt to Contact (4 days should be given in between each form of

contact):

1st Letter & Email Date Sent:

Initials:

2nd Letter & Email Date Sent:

Initials:

Verbal Contact Date:

Initials:

Notes:

Principal - Attempt to Contact (One attempt):

Date: Notes:

Residency Investigator

Date: Notes:

Signature:

Initials:
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Residency Guidelines:

« Two written attempts on your school letterhead, should be made by the building
administrative assistant to obtain updated residency documents. Each letter should also be
sent as an email, with four days in between each letter.

> |If there are multiple children in the District, please copy the proper administrative
assistant from each school in your emails to prevent duplicates being sent.
m Please make sure you are updating the “Notes” section under
“Guardian 1” in the “Contacts” tab in Genesis.
> Please make sure you are using a stamp or handwriting “DO NOT FORWARD” on
your school mail.
> If the first letter is returned, a phone call should be made immediately.

< After the second written attempt is made and there is an unsuccessful outcome, verbal
contact should be made. Two days should be given between the verbal contact and moving
residency to the next step.

< If there is no success after a verbal contact is made, the Building Principal will then call the
parent/guardian to follow up. Two days should be given for the parent/guardian to provide
documentation. The Building Principal must make contact with the parent.

« The completed checklist should be sent to the Superintendent’s Office if all of the above are
unsuccessful. Please provide copies of the expired lease, your letters and any additional
notes you may have outside of the checklist.

« The Superintendent’s Office will take care of contacting the Residency Investigator.

> A “Red Alert” scroll will appear in Genesis, alerting families that they need to
provide updated residency paperwork.

% The Residency Investigator will report the outcome of their investigation to the Business

Office and the Superintendent’s Office.

Exceptions:
< If returned mail is received prior to the beginning of the residency process, a verbal attempt

must be made, prior to sending any letters via email or mail.
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