OSPI Procedure for Identifying New Schools

Requests to identify an entity as a new school are submitted to OSPI via CustomerSupport@k12.wa.us. The new school request must be approved by the district superintendent and must acknowledge the accountability and requirements that apply to all school entities. Upon receipt, the new school request is processed and a new OSPI School Entity Code is assigned.

Local school districts are provided the authority, requirements, and limitations in state law and regulation to establish public schools and to contract with other entities to provide educational services to their students. Decision making on how to configure the delivery of educational services resides entirely with the local school board, within the parameters of state law and regulation.

School Definition:  An institution that provides preschool, elementary and/or secondary instruction and may provide other education-related services to students; has one or more teachers; is located in one or more buildings; has an assigned administrator. 

Program Definition:  A sub-unit of a school. A program’s purpose would be to support the successful functioning of a school by providing services, activities, procedures, or other resources to the school’s students and/or their families. Students receiving services from a program should be associated to the program’s parent school for all state and federal reporting. 

Following are considerations in determining whether or not to request a new school: 

· Once an entity is identified as a school, all school-based data collection, data reporting, and accountability requirements will apply to the school, i.e., Core Student Record System (CSRS), Washington Assessment of Student Learning (WASL), Adequate Yearly Progress (AYP), School Improvement Plans (SIP), etc. 

· Title I, Part A funds are allocated to school entities based upon poverty. New or existing school entities must receive Title I, Part A funds if their poverty is over 75% or if the district is serving a school entity with less poverty. Simply because a school is new does not mean it must be served. Districts cannot have separate school entity numbers for AYP purposes but then not follow Title I, Part A rules. 

· School entities are eligible for many state and federal grants. Some grants are based on enrollment in specific grade levels, rural vs. non-rural settings, poverty, technology, etc. Programs that are a sub-unit of a school may not be eligible. 

· If a new school includes 50% or more students from a school that was identified as ‘Needing Improvement’ that classification is passed on the to the new school. 

· If a K-5 elementary is split into two separate school entities (Example: K-2 for primary and 3-5 for intermediate) and the new school entity code is assigned to one of them, these (now) two separate school entities must be reported in any state or federal report as two separate schools. The only exception to this may be a facilities report reflecting school ‘buildings/physical structures’, not ‘school entities/students’. 

· (NEW) Washington Interscholastic Activities Association (WIAA) has a specific set of criteria and rules governing the combination or separation of schools and other educational entities for the purposes of participation in interscholastic activities. Schools considering reconfigurations are encouraged to contact WIAA directly to discuss this issue prior to making a decision.  

Create a New School
1. Login at https://eds.ospi.k12.wa.us
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Access is provided through your District Security Manager.
2. Select View my applications
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3. Select Education Data System Administration
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If Education Data System Administraction is not listed, contact your District Security Manager to assign access.

4. Select New Schools Requested
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5. Select Add School
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6. Enter School Information
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7. Enter Principal Information
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8. Enter Address Information
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9. Enter Comments
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10. View Request
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11. The School District Superintendent must send an email to CustomerSupport@k12.wa.us approving the new school request and acknowledging the accountability and requirements that apply to all school entities.

12. Upon receipt, the new school request is processed and a new OSPI School Entity Code is assigned.
13. New school request status can be checked online (see #10).
14. Assistance
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CustomerSupport@k12.wa.us
