
PROCEDURES FOR PROCESSING OPEN ENROLLMENT EXCEPTIONS 

 

Applications 

 

Nonresident District Enter Application Into OPAL 
 
The parent submits a paper application to the nonresident school district.   (Online applications will be created at a 

later date.)  

 

The nonresident district enters the application into OPAL.  OPAL sends an email to the resident and nonresident 

districts.   

 

To enter the application into OPAL, go to the All Exceptions Apps page under the Exceptions tab.  To add an 

application click on “Add New Exception App.”   (The background for exceptions pages is grey.) 

 

 
 
Fill in the data entry page.  It is similar to the regular open enrollment application page, except it has space to 

enter the reason and explanation for requesting the exception.  

 

Be sure to SAVE the application when completed.  

  



 
 

 



When the application is saved, OPAL will send an email to the resident school district.   The nonresident district 

can enter another application or “Return to Exceptions Home.” 

 

Both districts may view the application on the All Exceptions Apps page under the Exceptions Tab.  

 

 
 

  



Nonresident District Approve and Deny Applications 
 

The nonresident district may request special education and expulsion records from the resident district.  The 

resident district must send the records within 10 days.  The nonresident district must provide an estimate of the 

special education/related services costs within 10 days after receiving the IEP.  

 

The nonresident district must approve or deny applications, in writing, within 20 calendar days.  If the application 

is approved, the nonresident district must notify the parent of the school assignment at the same time.  If the 

nonresident district has not approved or denied the application within 20 days, it is presumed to be denied.   

 

The nonresident district may deny the application for the same reasons it may approve or deny applications 

submitted during the regular application period.   There are no provisions in the statute for a parent to appeal an 

exception denial by the nonresident district.   

 

The nonresident district must enter the approval or denial (with reason for denial) on the Approve or Deny page 

under the Exceptions tab.  Be sure to SAVE.   (There are currently no approval or denial forms in OPAL for 

exceptions.  These will be created at a later date.)   

 

If the application is approved, the student may begin attending the nonresident district immediately.   If the 

student has not attended the nonresident district by the 15
th
 day following the parent’s receipt of the notice of 

approval, the nonresident district may notify the parent, in writing, that the student is no longer approved to attend 

the nonresident school district.   (The nonresident school district may permit the student to attend after the 15 

days, if it wishes.) 

 

 
 

  



Resident District Approve and Deny Applications 

 

The resident district may not deny an application that was submitted based on the resident district’s 

determination that the student was the victim of a violent crime.   

 

For all other exception applications, the resident district may deny if the actual, additional special 

education cost is an undue financial burden or if the resident district determines that the criteria upon 

which the application is based do not apply to the student.   

 
The resident district must enter the approval or denial (with reason for denial) on the Approve or Deny page under 

the Exceptions tab.  Be sure to SAVE.   (There are currently no approval or denial forms in OPAL for exceptions.  

These will be created at a later date.)   

 

If the parent and the nonresident district agree that a transfer is in the best interests of the student and the 

resident district denies the application, the parent may file an appeal with the department within 30 days.   

If the department determines that denial of the transfer is not in the best interests of the student, the 

parent may file an appeal with the department.   

 

 
 

  



Enrollment 
 

If the student attends the nonresident district, the nonresident district must request the DPI to “enroll” the student.   

On the All Exception Apps page, in the 2
nd

 to last column, click on Enroll.    

 

 
 
Click on Send Request.    This will send a request to DPI.   We will review the request and approve it.  (If we 

have any questions, we will contact you.)   

 
 



 
 

Once DPI has approved the Enrollment, the student will be added to the district’s All Students list.   Note that this 

is now under the Students tab, not the Exceptions Tab (remember Exception pages are gray).  

 

 
 



Nonresident District Reports the Student as Open Enrolled 

 
If the student is attending the nonresident district, the nonresident district must report the student as open enrolled.  

From the All Students page, click on the student’s name.     This will open up the student summary.   Then click 

on the Change Enrollment tab.   Then click on Edit.  

 

 
 

 



 
 

Enter the following:  

 

 Whether the student was open enrolled into the district on the 3
rd

 Friday in September.  If yes, enter the 

FTE.  

 Whether the student was open enrolled into the district on the 2
nd

 Friday in January.   If yes, enter the 

FTE.  

 The date of enrollment as an exception.   This answer must be compatible with the answers for the 3
rd

 

Friday in September and the 2
nd

 Friday in January.   That is: 

o If the student was open enrolled into the district on the third Friday in September, the date of 

enrollment must be on or before the 3
rd

 Friday in September.   

o If the student was open enrolled into the district on the second Friday in January, the date of 

enrollment must be on or before the 2
nd

 Friday in January.   

 The days of enrollment as an exception.   This is the number of days remaining in the school year from 

the first day of enrollment to the last day of school.  If the date of enrollment is prior to the 3
rd

 Friday in 

September, enter 180.   (This will be revised if the student withdraws from open enrollment.)   

 The student’s FTE.  

 Comments, if any.   

 

Be sure to SAVE.  When you save, the new entries will turn to bright yellow.   This will send an email to the 

resident district which must accept the changes before OPAL is updated.   

 

 



 
 

Resident District Accepts the Changes 
 

When the nonresident district enters the student’s enrollment information on the Change Enrollment page, OPAL 

will send an email to the resident district.   The resident district needs to sign into OPAL, where the mailbox will 

show a pending change in the Transfers Out column.   Click on New Data Change Requests.   

 

 
 



Click on the Student’s Name.  

 

 
 

A bright yellow banner will inform the resident district that it needs to accept changes from the nonresident 

district.   Click on the link under the yellow banner.   

 

 



To accept the changes, click on Accept.   All the Exception fields are accepted together.   If the resident district 

does not agree with the changes, the resident district should contact the nonresident district to discuss them.   If 

the resident district rejects the changes, the process is finished.   A new Change Enrollment procedure must be 

started in order to enter new information.   

 

 

 
 

  

  



Once the resident district accepts the changes, the student will be added to the Actively Open Enrolled Transfers 

In page for the nonresident district and the Actively Open Enrolled Transfers Out page for the resident district.  

Note that the student is identified as an Exception Student (Ex).   

 

 

 



Was the Student Included in the Resident School District Membership Count on the 3
rd

 Friday in 

September? 
 

Because exception students may transfer to a nonresident school district in the middle of the school year, the 

student may or may not have been counted by the resident district in membership on the third Friday in 

September.   The following students may not have been counted in membership:  

 

 Students who moved from out of state.  

 Students who moved as a result of military orders.  

 Students who have been homeless.  

 Students who were enrolled in private schools or home-based private education.  

 Students who were residents of other school districts 

 

Under Act 114, a resident school district may receive a revenue limit exemption in the amount of the aid transfer.  

This revenue limit exemption may be taken in the following school year.  For example:  

 

 Benjamin Franklin resided in another Pennsylvania.  He is in 7
th
 grade.   

 Ben moved into Owen-Withee School District on April 20, 2012.  

 Ben applied and was approved to attend Abbotsford. 

 Student enrolled in Abbotsford on April 30, 2012.   The number of days from April 5 to the end of the 

school year is 40.   

 The open enrollment payment for the student is $1,526 (40 days x 38.15 daily rate).    

 Owen-Withee is eligible for a revenue limit exemption of $1,526 in the 2012-13 school year.  

 

Resident District Reports Whether Student Was Counted on the 3
rd

 Friday in September 
 

 
 

 



Aid Calculation 
 

Both districts can view the individual student’s aid calculation.  Click on the Student’s Name.  On the Student 

Summary page, click on Aid Calculation.   

 

 
 

 

If you have any questions about this document, please contact:   

 

Mary Jo Cleaver, School Administration Consultant 

Public School Open Enrollment 

Department of Public Instruction 

maryjo.cleaver@dpi.wi.gov 

608-267-9101 

 

Jennifer Danfield, Education Specialist 

Public School Open Enrollment 

Department of Public Instruction 

jennifer.danfield@dpi.wi.gov 
608-264-6707 

 

June 12, 2012 
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