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Student Application Information

The following information is intended to assist the school administrator or their designee as they are reviewing a student application before submitting it to the Department of Public Instruction (DPI).  School administrators are reminded that their signature at the bottom of the application attests that he or she or their designee has closely reviewed the application and believes the student is eligible for the choice program. The bulletin below includes information on the required information in the MPCP application.  All applications require a complete application, income documentation and residency documentation.  Please see the income documentation bulletin (Bulletin 04-02) and the residency documentation bulletin (Bulletin 04-01) available at http://dpi.wi.gov/sms/mpinfbul.html.  See further information on the application process and rules in the documents “Open Application Periods-General Rules” and “Open Application Period-Process.”  These documents are available under Program Forms at http://www.dpi.state.wi.us/sms/forms.html. 
The official application form must be filled out completely, accurately and legibly with required signatures.  Schools are required to keep the original completed application, including all  income and residency documentation.  It is recommended that schools use the Student Application checklist available at http://dpi.wi.gov/sms/forms.html to ensure that each student file includes all required information.
1. The MPCP administrator or designee with responsibility for accepting student applications must fully understand the information needed on the application form.  He or she should review the application with the parent or guardian and check that it is properly and completely filled out.  

2. You may use a school stamp or type in the school name on the application where appropriate.  All signatures must be handwritten in blue or black ink.
3. Copy the application as needed for distribution.  No information on the student application form should be removed or otherwise changed by the school as all the information asked for is important.

4. The top section of the application asks for general information about the student and their parent or guardian.  Some common mistakes in this section that schools must watch for and correct are: 

· make sure that the student’s last name is printed first, then first name and middle initial

· confirm that the year of birth matches the student’s age

· only list the parent or guardian who the state check will be made payable to; this parent or guardian must also sign the application and provide all documentation in their name (except if the Alternative Residency Form is used)
· make sure the student’s home address is completely filled out with the city and zip code and that the student resides in the City of Milwaukee (See the Residency Documentation bulletin at http://dpi.wi.gov/sms/mpinfbul.html for the requirements to verify residency)
5. The middle section of the student application form asks for information to indicate whether a student is eligible for the choice program.

a. Questions 1 and 2 ask parents to indicate if the student was in the MPCP in the previous year or if the student applying had a sibling in the MPCP in the year immediately preceding. If they check yes to question two they must provide one sibling’s name, birthdate, and MPCP school attended. 
b. If parents answer “no” to both questions 1 and 2 they should check the corresponding household box under question 3a.  If parents answer “yes” to either question 1 or 2 they should check the corresponding box under question 3b. The tables under questions 3a and 3b show the maximum yearly income by household size that makes a student income eligible for the choice program for the 2011-2012 school year.  A school should apply the same income verification standards to all applicants to its choice program, within the guidelines listed on the application.  The parent or guardian should check the box next to the size of the household the student is residing within and then check the appropriate “Yes” box to indicate the applicant meets the low income requirement.  Please see the Income Documentation Informational Bulletin at http://dpi.wi.gov/sms/mpinfbul.html for information on the required income documentation needed to confirm income eligibility.
6.
The bottom section of the choice application is for the name and signature of the parent or guardian of the student and the name and signature of the school administrator or their designee.  Please note that the application will not be considered eligible by DPI staff if both signatures are not on the application and dated, as the signatures attest that the information is true, correct, and complete.  Further, applications may only be received during a school’s open application periods as reported on the school’s notice of intent to participate form. The administrator must fill in the date the application was received.  The date received must be during the school’s open application period(s).

7.
For a child to be accepted to and enrolled in the MPCP, he or she must be eligible for the program.  Only after a child has been determined as eligible for the MPCP in that year, can continuing MPCP students and siblings of continuing MPCP students be given first preference for enrollment if there is space at that grade level.  Determining a child’s eligibility for the MPCP program and determining automatic preference for enrollment once they have been ruled eligible are two separate processes. 

8. Student eligibility for the MPCP is determined during the open application period when a student submits his or her MPCP application.  In order to be eligible to participate in the program, a MPCP school administrator must verify that the student meets the reported income, residency and prior year attendance requirements during that open application period. The MPCP student application must be submitted annually and at the time a student transfers from one MPCP school to another MPCP school.  Because eligibility is determined only at the time an application is submitted, a student may continue at a MPCP school even if during the school year the student’s circumstances change such that he or she no longer meets the residency or income requirements.  However, changes in eligibility status during a school year will affect eligibility for the following year and for transfers during the current school year. 

9.
Any corrections to the application are to be made with a “strike-through line” and initialed.  The school administrator must initial all changes made to the application and must have written documentation to support the change.  In addition, both the administrator and the parent/guardian must initial any change made to questions 1, 2 and  3, the parent’s/guardian’s name and signature, date application received, and the date the parent/guardian signed the application.  Any applications corrected with “white-out” will be ineligible for payment.
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