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Sacred Heart School Admissions Procedure

Objective: The purpose of this procedure is to outline the admissions for Sacred Heart School,
ensuring a consistent, transparent, and equitable process for all prospective families and
students. This procedure applies to all staff involved in the admissions process, including the
Principal, Secretary, Learning Assistance teacher (LA), and Parish Priest.

1. Application Process

1.1 Application for Consideration for Enrollment
¢ Families interested in enrolling their child at Sacred Heart School must complete
the "Application for Consideration for Enrollment," available on the school
website.
* The completed application is sent directly to the school secretary.

1.2 Initial Contact and Meeting Arrangement
e Upon receiving the application, the secretary will personally contact the family to
arrange a meeting with the principal.
e [f a family inquires about enrollment via phone, the secretary will direct them to
the application page on the website. No student will be admitted until the
application is completed.

2. Meeting with the Principal

2.1 Family Meeting and School Tour
e The principal will meet with the family to answer questions, provide a school
tour, and discuss any concerns from both parties.
e At this meeting, all relevant documents, i.e. Report Cards, Diagnosis
documentation, etc., must be submitted to the principal for review.
e This meeting is essential to ensure that the family's expectations align with the
school's offerings and values.

2.2 Meeting with the Parish Priest
e Following the meeting with the principal, the principal will escort the family to
the Parish Office, where they will meet with the Parish Priest.
e The Parish Priest will welcome the family, discuss simple expectations, and
provide information on sacramental preparation for Catholic families.

3. Academic Review and Assessment

3.1 Principal's Reflection and Referral
e After meeting with the family, the principal will reflect on the discussion. If there
are concerns regarding the student's academic capabilities or Special Needs. Due
to the historical high ratio of spec ed students, the principal will consult the
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Learning Assistance teacher to see if SHS has the appropriate resources to accept
the child.

e The Learning Assistance teacher will review the student's most recent report
card and the documentation of the child’s diagnosis.

e Documentation of diagnosis must be submitted for review.

3.2 Curriculum Assessment
e |f further evaluation is needed, the student will be invited back to the school for
a curriculum assessment to determine the appropriate supports Sacred Heart
School can provide.

4. Decision and Notification

4.1 Discussion and Decision-Making
¢ The principal and the Learning Assistance teacher will then discuss the
assessment results, and determine if the school has available resources to accept

the child.
e The principal will then meet with the Parish Priest to finalize the acceptance

decision.

4.2 Notification to Families
® An acceptance letter or waitlist letter will be issued to the family via email.

e The letter will detail the next steps in the enrollment process.

5. Compliance and Enforcement
» All staff involved in the admissions process must adhere to this policy.
* Non-compliance with this policy may result in a review of the staff member's role in the

admissions process.

6. Review and Updates
* This policy will be reviewed annually by the principal and the school administration

team.
¢ Updates to the policy will be made as necessary to reflect changes in procedures or

school regulations.

Conclusion: The admissions process is designed to be inclusive and respectful of all families..
Confidentiality of all applicants' information must be maintained throughout the admissions

process.
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