
DURHAM CATHOLIC DISTRICT SCHOOL BOARD 
 

“The Board” 
 

 
 
 
 
 
 
ADMINISTRATIVE AREA:  OPERATIONS 
 
POLICY REFERENCE:  ADMISSION TO SCHOOLS 
 
DATE APPROVED: 1993 03 01   REVISED: 2012 11 12 
 
 
1. PURPOSE  
 

Students may be admitted to schools in the Durham Catholic District School 
Board in accordance with the Education Act and Regulations, Immigration Act 
and Regulations (where  applicable) and in compliance with the Board’s 
Admissions Policy. 

 
The following administrative procedures are established to assist staff in the 
registration and admission of students to the Durham Catholic District School 
Board. 

  
2. DEFINITIONS 
 

Roman Catholic, as referenced in the Education Act, includes a member of 
an Eastern Rite Catholic church that is in communion with the See of Rome. 

 
Right of Attendance, as referenced in the Education Act, means that all 
elementary school – aged children of parent(s) / guardian(s) who are eligible and 
who direct their taxes in support of a Catholic School Board are eligible to attend 
a Catholic school. 

 
Open Access Student - Refers to a student who under Provincial legislation has 
a right to attend a Public or Catholic district school board secondary school within 
the jurisdiction of Durham Region excluding the Municipality of Clarington 
irrespective of their religious affiliation. 

  
Permanent Resident - Refers to a person who has acquired permanent resident 
status (in Canada) and has not subsequently lost that status. 
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Work Permit - Refers to a written authorization to work in Canada issued by an 
immigration officer to a foreign national . 

 
Student Authorization - Refers to a written authorization to engage in studies in 
Canada issued by an immigration officer to a foreign national. 

 
Refugee - Under the United Nations Convention relating to the Status of 
Refugees of 1951,  a refugee is a person who “owing to a well-founded fear of 
being persecuted for reasons of race, religion, nationality, membership of 
particular social group or political opinion, is outside the country of his/her 
nationality, and is unable to or, owing to such fear, is unwilling to avail 
himself/herself of the protection of that country”. 

 
3. PROCEDURES 
 

3.1 Admission Requirements 
 

Student Registration Form 5100 must be completed for each new Student 
Admission.  The completed Student Registration form must be reviewed 
by the Principal to ensure compliance with the following: 

 
3.1.1 Age 

 
i. Children who reach four years of age by December 31 of any 

calendar year will be eligible for admission to Junior Kindergarten 
or first year of Full Day Kindergarten, in September in that calendar 
year. 

 
ii. Children who reach five years of age by December 31 of any 

calendar year will be eligible for admission to Senior Kindergarten 
in September in that calendar year or second year of Full Day 
Kindergarten in September in that calendar year. 

 
3.1.2 Proof of Age 

 
When a child is registered in a Catholic elementary school for the first time 
the parent(s)/guardian(s) must present adequate proof of the child’s age in 
the form of one of the following: 
 

i. Child’s Birth Certificate  
ii. Child’s Passport, or 
iii. Child’s Health Card 
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3.1.3 School Support 

 
Elementary school aged children residing within the Board’s jurisdiction 
whose parent(s)/guardian(s) direct support to the Catholic School system 
have the right to attend a school under the Board’s jurisdiction.  The 
following parameters shall be used as guidelines to assist staff in 
registrations: 

 
i. An Application for Direction of School Support must be completed 

and signed by the owner/tenant (or proof provided of existing 
Catholic school support) at the time the elementary school student 
is registered. 

ii. In the case of mixed faith households, a School Assessment Lease 
must be completed and signed in addition to the Application for 
Direction of School Support. 

iii. Secondary school students whose parent(s)/guardian(s) are 
qualified to be designated as Catholic school supporters shall 
complete and sign an Application for Direction of School Support 
(and Lease where required) at the time of registration. 

iv. Secondary school students whose parent(s)/guardian(s) are not 
qualified to be designated as Catholic school supporters shall be 
admitted as an Open Access student. 

 
3.1.4 Baptismal Certificate  

 
At the time a child is registered in a Catholic School the 
parent(s)/guardian(s) must provide a copy of the child’s Roman Catholic 
Baptismal Certificate.  If a Principal is unsure if the baptismal certificate is 
of the Roman Catholic faith the school should contact the Board’s 
Admissions Department who will check the baptismal certificate against 
the Archdiocese of Toronto document entitled Eastern Churches in 
Communion with the See of Rome.  

 
If the child has not been baptized in the Roman Catholic faith, then the 
parent(s)/guardian(s) shall be requested to provide a copy of the 
parent(s)/guardian(s) baptismal certificate, or Record of Marriage in the 
Catholic Church. 

 
3.1.5 Immunization Record 

 
The parent(s)/guardian(s) shall provide a copy of the child’s immunization 
record and notification of any special needs or medical conditions 
pertaining to the child. 
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When a student has been identified with special needs and/or a medical 
condition, school administration will notify the Superintendent of Education 
– Student Services. 

 
3.1.6 Admissions: 

 
3.1.6.1 Elementary Schools 

 
i. The Education Act of Ontario, Board Policies and Procedures, and 

Board geographic boundaries shall determine which pupils are 
entitled to attend elementary schools of the Board. 

ii. Elementary school-aged children whose parent(s)/guardian(s) 
direct taxation in support of a Catholic School Board shall be 
admitted to the designated home school. 

iii. Prior to admission, parents(s)/guardian(s) of elementary school – 
aged children must provide evidence to the school Principal that the 
student has the right to attend a Roman Catholic School.  

iv. Such evidence shall include: 
1. copy of Birth Certificate; 
2. copy of Baptismal Certificate of child or parent(s)/guardian(s); 

and 
3. completed and signed Application for Direction of School 

Support. 
v. Pupils who have been expelled from any Ontario school, and who 

have evidence of having completed a program for expelled pupils, 
shall be referred to the Superintendent of Education - Family of 
Schools who, in consultation with the Principal, will determine an 
appropriate placement recommendation. 

 
3.1.6.2 Secondary Schools 

 
i. The Education Act of Ontario, Board Policies and Procedures; and 

Board geographic boundaries shall determine which pupils are 
entitled to attend secondary schools of the Board. 

 
ii. Secondary school – aged pupils of all faiths may attend a Catholic 

secondary school provided that: 
 

1.) the pupil and the parent(s)/guardian(s) is a resident within the 
jurisdiction of the Durham Catholic District School Board and 

2.) the pupil and the parent(s)/guardian(s) is a Canadian Citizen or 
landed immigrant. 

 
iii. All secondary school – aged students and their 

parents(s)/guardian(s) must accept and support the distinctive 
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Catholic programs, character, culture and ritual practices, that are 
an integral part of the Catholic secondary school community. 

 
iv. Pupils who have been expelled from any Ontario school, and who 

have evidence of having completed a program for expelled pupils, 
shall be referred to the Superintendent of Education - Family of 
Schools who, in consultation with the Principal, will determine an 
appropriate placement recommendation. 

 
4. Special Admissions 
 

4.1 Ward of the Children’s Aid Society 
 

Foster parents/guardians who wish to register a child who is a Ward of the 
Children’s Aid Society, should make the request to the Principal. Among 
other general requirements contained herein, the Principal will require a 
copy of: 

 
i. the child’s Catholic baptismal certificate, or 
ii. the parent(s’)/guardian(s’), Catholic baptismal certificate, or 
iii. the foster parent(s’)/guardian(s’) Catholic baptismal certificate 

 
4.2 Parent(s)/Legal Guardian(s) 

 
i) Students 18 years or over are considered are considered self-

supporting adults. 
 

ii) Students 16 years or older may withdraw from parental control and 
shall be considered self-supporting adults. 

 
iii) Students under 16 years of age are not self-supporting adults. All 

students under the age of 16 must live with a parent or legal 
guardian.  In such cases Principals shall have reference to the 
following: 

 
1.) Student shall be registered as residing with parent; or 
2.) If student is not residing with a parent, custody must either have 

been awarded by Family Court or a Guardianship Agreement 
form has been completed and notarized prior to registration.  
Students under the age of 16 require this responsible adult to 
act as a contact for the purpose of attendance, discipline, 
academic progress and emergency situations.  The guardian 
will be responsible for physical care and control and daily 
discipline of the student. 
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4.3 Parent(s)/Guardian(s) is Catholic and Residing in Temporary 
Residence 

 
i. If the Catholic parent(s)/guardian(s) is unable to assign school 

support to the Durham Catholic District School Board due to the 
fact they are temporarily residing with a non-Catholic family, the 
Principal shall accept the Registration without any further 
approvals. 

ii. At such time as the parent(s)/guardian(s) are able to obtain their 
own permanent residence, the Principal shall have the 
parent(s)/guardian(s) complete and sign an Application for Direction 
of School Support (and Lease if required) 

 
4.4 Baptized Catholic Child Residing with Non-Catholic 

Parent(s)/Guardian(s) 
 

i. Registration shall be reviewed by the Principal 
ii. The Principal shall have the parent(s)/guardian(s) complete an 

Application for Admission – Children of Non-Catholic Ratepayers 
(Form 5105) 

iii. The Principal shall forward the Application to the Admissions 
Department. 

iv. Upon approval by the Director or his designate, the Principal shall 
admit the child. 

 
4.5 Children Whose Parent(s)/Guardian(s) Enroll in the Rite of Christian 

Initiation of Adult (RCIA) Program 
 

i. The parent(s)/guardian(s) wishing to have his/her child/children 
admitted to a school must first obtain a letter from the Parish Priest 
acknowledging registration in the RCIA Program.  Proof of 
registration in RCIA is to be included with the Student Registration.  
If the Parish Priest will not issue the letter acknowledging 
registration in RCIA Program then the child/children shall not be 
admitted. 

 
ii. The Principal shall have the parent(s)/guardian(s) complete an 

Application for Admission – Children of Non-Catholic Ratepayers 
(Form 5105).  The Principal shall forward the Application and the 
letter from the Parish Priest to the Admissions Department for 
approval by the Director or his/her designate. 

 
iii. The Admissions Department will forward to the 

parent(s)/guardian(s) and the Principal a copy of the approved 
application together with a letter to the parent(s)/guardian(s) 
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indicating that admission is conditional upon the completion of the 
RCIA Program within a one-year period. 

 
iv. Should the parent(s)/guardian(s) not complete the program then 

he/she shall be notified by the Admissions Department that the 
child/children shall not be readmitted to the school the following 
September.  Extensions due to extenuating circumstances, may be 
considered. 

 
v. Upon receiving a copy of the approved Application form, the 

Principal shall admit the child/children. 
 

4.6 Admission of Students Residing Outside Board Jurisdiction 
 

i. Parent(s)/guardian(s) who reside outside the jurisdictional 
boundaries of the Durham Catholic District School Board and wish 
to have their child/children admitted to a school shall make the 
request to the Principal. 

ii. The Principal shall have the parent(s)/guardian(s) complete 
Application for Admission – Students Residing Outside Board 
Jurisdiction (Form 5106). 

iii. The Principal shall complete, sign and forward Form 5106 – 
Application for Admission – Students Residing Outside Board 
Jurisdiction – to the Admissions Department. 

iv. The Director or his designate will consider approval of Form 5106 
based on the following criteria: 

 
1. The parent(s)/guardian(s) are a Catholic School supporter in the 

zone in which they live. 
2. The student meets the requirements of Section 35(1) 

(elementary student) or Section 39(1) (secondary student) of the 
Education Act which provides for the students right to attend a 
more accessible school in another school zone. 

3. The student is a baptized Catholic. 
4. There is space available in the requested school. 

 
v. The Application is subject to annual review.  Transportation is the 

responsibility of the parent(s)/guardian(s)/caregiver unless a prior 
arrangement has been made with the home Board. 

vi. After consideration by the Director or his designate, copies of the 
completed Form 5106 will be returned to the parent(s)/guardian(s) 
and Principal. 
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4.7 Admission of Students Under the Immigration and Refugee  
Protection Act 

 
Applications for admission to a school in the Durham Catholic District 
School Board will be processed according to the Education Act and the 
Immigration and Refugee Protection Act (Canada).  Students who are 
born outside of Canada are required to provide documentation issued 
under the Immigration and Refugee Protection Act (Canada) confirming 
their status in Canada.  The following process shall be followed: 

    
i. The parent(s)/guardian(s)/sponsor(s) are to contact the Principal 

with a request for admission. 
ii. Provided the Principal can accommodate the student in his/her 

school, the Principal shall refer the applicant to the Admissions 
Department.  

iii. The Admissions Department shall ensure that the applicant submits 
documents that satisfy the requirements of the applicable 
legislation. 

 
4.8 Permanent Resident (Landed Immigrant) 

 
Students who are Permanent Residents within the meaning of the 
Immigration and Refugee Protection Act (Canada) are eligible to attend 
school provided that all other admissions criteria are met.  Students must 
present their Confirmation of Permanent Residence document and 
Permanent Resident Card upon applying for admission to the school.  
Students awaiting determination of an application for permanent residence 
in Canada must provide proof acceptable to the Board that they have 
applied for Permanent Residency in Canada. 

 
4.9 Work Permit, Diplomatic Status, Visiting Forces  

  
Application for admission by a student who is a dependent of a 
parent/guardian on a Work Permit (Employment Authorization), Diplomatic 
Status or with Visiting Forces requires, among other requirements herein, 
verification of relevant government documents  

 
The Principal shall forward copies of the documents to the Admissions 
Department for review prior to the Principal accepting the student 
registration. 

 
Upon verification from the Admissions Department the student shall be 
admitted without payment of tuition fee. 
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4.10 Refugees 

  
The child/children of those claiming refugee protection within the Meaning 
of the Immigration and Refugee Protection Act (Canada) are admitted to 
school once the Admissions Department has verified the relevant 
documentation along with other requirements herein.  

  
If accepted, the student shall be admitted without payment of tuition fee. 

 
4.11 International Students (Student Authorization) 

 
Tuition and other fees apply to international students who wish to study 
temporarily with Durham Catholic District School Board.  Applicants 
should be referred to the Admissions Department who will process the 
application according to the following: 

 
i. The Admissions Department will contact the school Principal to 

confirm that the school has a program to accommodate the 
student’s needs. 

 
ii. Proof of Guardianship in Ontario is required for students under the 

age of 18. 
 

iii. The applicant must provide proof of Health Insurance  to allow 
access to the health care system in Ontario. 

 
iv. Visitors to Canada – Visa students admitted under Section 49(6) of 

the Education Act must remit to the Durham Catholic District School 
Board a certified cheque, bank draft or money order (in Canadian 
dollars) for gross fees in accordance with the Grant Regulations of 
the Ministry of Education and Training and/or according to the rate 
established by the Durham Catholic District School Board. 

 
v. Upon approval, the Director or his designate, will issue a Letter of 

Acceptance. 
 

vi. The applicant will be instructed to take the Letter of Acceptance to 
a Canadian Embassy outside of Canada in order to obtain a 
Student Authorization. 

 
vii. Upon presentation of the Student Authorization to the Principal the 

student shall be allowed admittance. 
 

viii. The Principal shall forward a copy of the Student Authorization to 
the Admissions Department. 
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4.12 Admission of First Nations Students 
 

i. Parent(s)/guardian(s) qualified as “First Nations” may make a 
request to the Principal to have his/her child/children admitted to a 
school of the Durham Catholic District School Board. 

   
ii. Parent(s)/guardian(s) shall provide the Principal, among other 

requirements herein, proof of status as First Nation according to 
Department of Indian and Northern Affairs, Government of Canada 
regulations. 

 
iii. Parent(s)/guardian(s) shall provide a copy of the child’s Baptismal 

Certificate in the Catholic faith or a copy of the 
parent(s)/guardian(s) Baptismal Certificate in the Catholic faith or 
Record of Marriage in the Catholic Church. 

 
i. The Principal shall forward a copy of proof of status as First Nations 

to the Admissions Department. 
 

ii. First Nations’ students who are admitted and recorded as non-
resident students, will have their fees paid by the First Nations 
Band.  

 
4.13 Admission of Students from Out of Province 

  
i. Applicant’s wishing to have a child from out of province admitted to 

a school shall make the request to the Principal. 
 

ii. The Principal shall contact the Admissions Department to 
determine the fee to be charged and whether all other criteria has 
been met 

 
iii. The Admission’s Department shall require, among other 

requirements herein, that: 
 

 The child is baptized Catholic.  
 The Principal receives proof of guardianship, and  
 The applicant has remitted a certified cheque, bank draft or 

money order to the Durham Catholic District School Board 
for gross fees in accordance with the Grant Regulations of 
the Ministry of Education and Training in Ontario and or 
according to the rate established by the Durham Catholic 
District School Board. 
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4.14 Exchange Student 
 

A student who is a participant in a Board approved educational exchange 
program which is in compliance with the Ministry of Education’s 
requirements, may be admitted subject to the following: 

 
i That a reciprocal agreement has been signed between the Board 

and the educational exchange organization whereby a pupil of the 
Durham Catholic District School Board will also be scheduled to 
attend a school outside of Canada without the payment of a fee.  
The reciprocity does not have to occur within the same school year.  
However, reciprocity must be fulfilled within two years of the date of 
the first student exchange. 

 
ii Prior to admission of any student under the educational exchange 

program the student shall, among other requirements herein, 
provide written proof of adequate medical insurance coverage, and 
confirmation of inoculations as required by the Ministry of Health.  

 
4.15 Miscellaneous 

 
In extenuating circumstances, on a case by case basis, a written request 
may be made to the Director of Education with respect to the admission of 
students who do not meet all the criteria herein. The decision shall be at 
the Director’s discretion and final. 
 

5.0 SOURCES 
 

Education Act of Ontario and Regulations 
Immigration and Refugee Protection Act 
Archdiocese of Toronto, Eastern Churches in Communion with Rome 

 
6.0 REFERENCES 
 

Policy PO 410 Admission of Students  
 
7.0 RELATED FORMS 
 

Student Registration          5100 
Application for Admission Children of Non-Catholic Ratepayers  5105 
Application for Admission Students Residing Outside Board Jurisdiction 5106 
Direction of School Support Form         
Separate School Assessment Lease Form       
Application for Exception to School Attendance Areas    3101 

  
 











 DURHAM CATHOLIC DISTRICT SCHOOL BOARD 
                                        

Application for Admission  
            Children of Non-Catholic Ratepayers 

 
 
Student Name(s):        
 

 
Grade(s): 

 
Baptized Religion: 
 

 
Baptismal Certificate Checked?  “ Yes     “ No  

 
Name of Parents/Guardians:                                   
 
 
Address: 
 

 
Residence Phone: (            ) 

 
 
 

 
Business Phone: (            ) 
 

 
Special Needs/Medical Information: 
 
  
 
  
 
This application applies to: 
1.  Catholic child(ren) of Non-Catholic ratepayers   “ Yes 
2.  Non-Catholic child(ren) of Non-Catholic ratepayers   “ Yes 
3.  Non-Catholic child(ren) of parent/guardian enrolled in RCIA  “ Yes 
 
Reason for Request: (to be completed and signed by the Parent/Guardian) 
 
  
 
  
 
 
Date:_______________________________     Signature of Parent__________________________________ 
 
Requested School Principal: 
I have reviewed this application and I recommend the following: 
_______________________________________________________________________________________ 
 
_______________________________________________________________________________________ 
 
 
Date: __________________________________     Signature of Principal:____________________________ 
 
To the Principal: Admission Approved:   “      Not Approved:   “   
 
 
Date: 
 

 
 
Superintendent of Business 
Services or Designate: 

 
DISTRIBUTION: 1. School to complete form and forward to the Board office. 

2. Board retains one copy, returns one copy to Parents, sends one copy to School., and 
where applicable forwards information to Superintendent of Education - Student 
Services. 

 
5105 - 01/01 
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DURHAM CATHOLIC DISTRICT SCHOOL BOARD 
 

Application for 
Exception to School Attendance Areas 

(one application per student) 
 

 
 
PARENT / GUARDIAN: 

 
GRADE: 

 
STUDENT NAME: 

 
PHONE NO.: 

 
HOME ADDRESS: 

 
POSTAL CODE: 

 
CITY / TOWN: ‘ FIRST REQUEST  

 
HOME SCHOOL: ‘ RENEWAL 

 
REQUESTED SCHOOL: 

 
EFFECTIVE DATE: 

 
 
I, parent/guardian of the student indicated above, hereby make application for an exception to the school 
attendance areas. 
 
In making this application, I understand that; 
 

! transportation is subject to the Board Student Transportation Policy and Administrative 
Procedure, and except for the circumstances permitted by policy, will not be provided. 

 
! approval, where granted, is subject to annual review and the availability of accommodations 

and staff in the requested school each year. 
 
REASONS FOR REQUEST:   (Note:  Reasons involving personal and/or sensitive matters should be discussed in confidence with 
the Principal and stated here as “Personal Reasons@ only.) 
 
  
 
  
 
  

 

Address & Phone No. of Student Child Care, if applicable: (applies to Elementary students and Special Needs students)    

  

  

 
SIGNATURE OF PARENT / GUARDIAN: 
 

 
DATE: 

 
 
Principals shall complete the approval process as per Exceptions to School Attendance Areas Policy (PO147) and Exceptions to School 
Attendance Areas Administrative Procedure (AP216). 

The Board’s Student Transportation Policy and Administrative Procedure are available on the Board’s web site (www.dcdsb.ca) for your 
information and review. 

 

 



 
Application for Exception to School Attendance Areas 

 
 
Home School Principal 
 
I have reviewed this application and: 
 

1. Approve the request and will forward this form 
to the receiving school principal. 

 
2. Deny the request and am returning this form to 

the parents/guardians. 
 

This student is currently receiving transportation:     Yes          No   
 
 
Principal of Home School:                                                                    Date: 

 

 
 
 
Receiving School Principal 
 
I have reviewed this application and: 
 

1.  Approve the request and will forward this   
  form to the parents/guardians indicating that   
 approval has been granted. 

 
2.  Deny the request and am returning this form  
 to the parents/guardians. 

 
 
To be completed by the Receiving School Principal 
 

  Transportation Provided   Transportation Not Provided 
 
Please note that transportation, where applicable, is subject to the Board’s Student 
Transportation Policy and Administrative Procedure. 
 
 
Principal of Receiving School:                                                                    Date: 

 
 
Parents may appeal, in writing, denials of their request at any point in the process to both the 
Superintendent of the home and receiving school. 

All approvals are subject to annual renewal.  Parents/Guardians are responsible for initiating the 
renewal process at the home school. 
 
Distribution:       (1) Parents/Guardians          (2) Principal of Home School          (3) Principal of Receiving School         (4) DSTS 

 
FO3101 – 03/07 
 


