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4.1 ENROLLMENT POLICY AND PROCEDURES 

Sidney Gutierrez Elementary School (School) is a tuition-free public school established pursuant 
to the New Mexico Charter Schools Act.  There are no entrance fees or tests required for 
admission. The School does not discriminate based on race, age, religion, color, national origin, 
ancestry, sex, sexual orientation, gender identity, physical or mental handicap or serious medical 
condition.  The School will admit students on a first-come, first-served basis when there are more 
seats available than students applying to attend.  Because the School has an enrollment cap, if 
there are more students than slots available, the School will conduct a lottery and admissions 
pursuant to the following procedures. 

Open Enrollment Periods. 

The School shall have at least one Open Enrollment Period each year to enroll students for the 
following school year. Generally, the School will hold its Open Enrollment Period during the 
spring.  The Open Enrollment Period shall last no less than 15 calendar days and shall be 
advertised in both English and Spanish in the Roswell Daily Record four (4) times, twice on Fridays 
and twice on Sundays. Notice of the Open Enrollment Period will also be posted on the School’s 
website http://www.sgms.us/.   The School may have more than one Open Enrollment Period at 
the discretion of the Governing Council.  

Definitions: 

The following are definitions of terms used in the SGES Enrollment Policy and Procedures:  

• Admitted means an applicant has been selected in the lottery for an open slot.  Applicants 
placed on the Wait List have not been admitted.  An applicant is not enrolled until and 
unless registration is complete. 

• Cohabitation means a living arrangement where adult parents of potential students have 
lived continuously in the same residence for no less than three months.  Documentation 
to demonstrate cohabitation includes, Bank statements, cell phone bills, utility bills, other 
similar documentation; Lease, mortgage; or other documents deemed acceptable by the 
School’s Administrator 

• Enrolled means a student who has been admitted and has completed registration 
requirements to begin attending the School. 

• Sibling or Sibling Status means: 
o students living in the same residence at least fifty percent of the time in a 

permanent or semi-permanent situation, such as long-term foster care 
placements; or 

o students related to each other by blood, marriage or cohabitation.  
• Related by Blood means students who share one biological parent 
• Related by Marriage means students who are step siblings. 
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Application, Admission, Sibling Status.  

• The Lottery Application must be complete when submitted and will be reviewed to ensure 
all required information is provided before it is accepted for the lottery. A student may 
submit a Lottery Application for only one grade level. 

• The completed Lottery Application must be returned to the School by mail (mail is defined 
as by U.S. Postal Service or commercial express service provider) or by hand delivery.    
This process may be modified if community-wide exigent circumstances exist as 
determined by the School Administrator.  

• Lottery Applications will not be accepted by email or by facsimile, unless community-wide 
exigent circumstances exist as determined by the School Administrator.   

• Applications must be received by no later than the date and time specified in the notices 
given for the Open Enrollment Period. 

• For parents/guardians claiming Sibling Status through cohabitation, the co-habituating 
individuals must provide evidence of cohabitating for at least 3 months.  Examples of 
adequate proof of cohabitation may include, utility bills, phone bills, a lease, mortgage, 
deed or bank statements, or other documents deemed appropriate by the School 
Administrator. Documentation supporting a claim of Sibling Status by cohabitation must 
be attached to the Lottery Application with account and other confidential information 
marked out.  Failure to provide adequate supporting documentation may be cause to 
deem the Lottery Application incomplete and ineligible for the lottery drawing. 

• Families claiming Sibling Status for an applicant may be required to provide 
documentation to the School Administrator to demonstrate qualifying Sibling Status. 

• A  Lottery Application will be placed in the grade level lottery based on the grade in which 
the student is enrolled at his/her current school, i.e. there is an assumption the student 
will be promoted to the next grade by the current school and, consequently, the applicant 
will be placed in the lottery for the next higher grade. If after the lottery a student is 
admitted to that grade, but is retained by the student’s current school, the student will 
be placed on the Wait List for the appropriate grade if are not slots available for the 
appropriate grade. The appropriate grade level lottery for students with an Individual 
Education Plan or a 504 Plan, will be based on that student’s plan.   

• If a child has been homeschooled for the school year immediately preceding submitting a 
Lottery Application, SGES administration must be contacted prior to the lottery drawing 
to determine which grade level lottery is appropriate for the applicant.  Failure to contact 
the School Administrator prior to submitting a Lottery Application may result in the 
applicant being placed on the Wait List, if the Lottery Application is submitted for a grade 
and chosen for a slot, but the School Administration later determines that grade is 
inappropriate for the homeschooled child. 

• A Lottery Application will be rejected if it is submitted for the same grade level the 
applicant is currently enrolled in at another school, unless the parent/guardian has 
provided the School Administrator a written statement from the applicant’s current 
school’s administrator stating that the school recommends, and the parents have 
consented to that student’s retentions.   
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• Unless determined by a student’s IEP or 504 Plan, a Lottery Application for a grade level 
that is not consistent with the student’s age may be determined as ineligible for the 
lottery.  

• SGES will mail out letters notifying families whether the Lottery Application(s) is deemed 
complete and will be entered in the lottery drawing.    

The School shall give enrollment preference first to (1) students who have been admitted to the 
School through an appropriate admission process and remain in attendance through subsequent 
grades; and, thereafter, to (2) siblings of students already admitted to or attending the School.   

If a applicant qualifies for Sibling Status as defined below, the applicant has a Sibling who is 
currently attending SGES or SGMS, and the applicant has successfully and timely completed a 
Lottery Application during the Open Enrollment Period, the Sibling applicant will not be required 
to submit to the lottery procedure for admission.  However, if there are more than one eligible 
Sibling for the available slots in the same grade level, a lottery process will be used to determine 
which Sibling is admitted and to rank order all eligible Siblings on the Wait List. 

Lottery Drawing Procedures 

After the Open Enrollment Period is closed, a lottery will be held. Notice of the lottery drawing 
will be posted on the School’s website. All completed Lottery Applications/applicants will be 
assigned a number.  On the day of the drawing, applicant numbers will be drawn by a School 
designated official. The applicant numbers will be drawn until all available slots are filled and 
these applicants will be admitted to the School pending final completion of registration for 
enrollment.  The remaining applicants shall be placed on a Wait List in the order their Lottery 
Application numbers were drawn. Prospective students who apply to the School after the Open 
Enrollment Period shall not be part of the lottery drawing but will be placed at the end of the 
Wait List in the date order their applications are received.  

• On the day of the lottery drawings, the School administrative staff and a third-party (e.g. 
district personnel) will, during a public meeting, verify that there is a complete and 
eligible Lottery Application for each student whose name is entered into the lottery for 
each grade level drawing.   

• There will be a lottery drawing for each grade level whether it be for an open enrollment 
slot, sibling placement only, or to rank order a position on the Wait List because the 
number of applications exceeds the open enrollment slots available. 

• The lottery drawing will start with the lowest grade first. First, drawings will be for the 
number of slots available for each grade.  Available slots are determined by the number 
of enrollment slots minus the accepted Sibling applications for the specified grade level. 
After all enrollment slots have been filed, a drawing for the Wait List will be held with 
applicants being placed on the Wait List in the order their names are selected. 

• If a lottery applicant is a Sibling of another applicant (i.e. a student who is not currently 
enrolled at SGES, but is an applicant in the same lottery), and the applicant is drawn and 
admitted during the lottery before the Sibling’s name is drawn, the Sibling of the admitted 
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applicant will be given preference and admitted, if a slot is available. If no slot is available, 
then the Sibling of the admitted applicant will be placed on the Wait List with priority 
before other students who are not Siblings of other applicants or attending students.  

Acceptance of Enrollment Slot from the Wait List. 

School officials will make a good faith effort to contact families of prospective students on 
the Wait List during the school year when a slot becomes available. Parents of students on 
the Wait List students will be notified in the order the student appears on the Wait List. 
Because it is important to fill empty slots as quickly as possible, the School Administration will 
adhere to the following process and timelines for attempting to reach parents/guardians: 

• Parents/guardians will be notified by email using the email address listed on the 
Lottery Application or the email address provided to the School in writing thereafter.  
Parents will have 24 hours from the time the email is sent to notify SGES whether they 
accept the enrollment slot and, thereafter, five (5) business days to register their 
student. 

• If the parent/guardian does not respond to the email message, the School will call the 
home and cell phone numbers listed on the Lottery Application or as provided 
thereafter in writing.  Parents will have 24 hours from the time of the call to notify 
SGES whether they accept the enrollment slot and, thereafter, five (5) business days 
to register their student. 

• If the School cannot reach the parent/guardian of the applicant by email or telephone 
within the times stated above, the School will mail a letter to the address on the 
Lottery Application or as provided in writing.  Parents will have five (5) days from the 
date on the letter to notify SGES whether to accept the enrollment slot and, 
thereafter, three (3) business days to register their applicant.   

• If the parent/guardian does not respond to the School’s notice of an available slot or 
register the applicant within the timelines above, the enrollment slot will be forfeited. 

If a family wishes to submit  an application outside of the Open Enrollment Period when no open 
slots are available, upon written request of the parent/guardian, the student’s name will be 
placed at the end of the Wait List for the same grade the student would have been eligible for in 
the same school year of the application.  If a slot does not open during the year for which the 
student applied for admission, the student must apply through the lottery for the next school 
year.   

During the summer SGES will do an enrollment poll to verify whether students intend to return 
in the fall.  If an opening is discovered during the summer re-enrollment poll, applicants will be 
contacted in the order they appear on the Wait List. 
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Appeals of the Lottery Process 

If a parent/guardian disagrees with the lottery process as applied to his/her/their child, the 
following process will apply:  

• Appeals may not be filed by any individual other than the parent or guardian of the 
applicant as identified in the Lottery Application of the applicant at issue.  

• A written statement describing in detail the disagreement or concern with the process 
must be delivered to the School Administrator within thirty (30) days of the lottery 
drawing.  The statement may be delivered by email to the School Administrator.   

• Complaints should include all supporting documentation.  
• Upon receipt of an appeal, the School Administrator will confirm whether the complaint 

relates to a Lottery Application, is made by the appropriate party, and that the timelines 
and requirements of the appeals process have been followed.  

• If the appeal does not comply with this process, the appealing parent/guardian will be 
notified that the appeal will not be processed unless revised within the thirty (30) day 
window. 

• If review of the appeal verifies that it is timely and applies to an applicant, the School 
Administrator will notify the Governing Council President. 

• Unless the School Administrator was involved in the decision that is the subject matter of 
the appeal, the School Administrator will review the appeal and render a determination 
on the appeal, which shall be final. 

• If the School Administrator was involved in the decision that is the subject matter of the 
appeal, he/she will submit the appeal documentation to the Governing Council President. 

• The Governing Council President will notify the parent/guardian that the matter will be 
discussed in a closed session of the Governing Council at its next regular meeting, unless 
circumstances required the appeal be set for a later meeting. 

• The Governing Council will use the following process to hear the appeal during the closed 
session: 

o The parent/guardian will be permitted to make a statement and provide 
documentation to explain and support the appeal.  Any documentation presented 
will be provided to the School Administrator during the meeting. 

o The School Administrator will then be permitted to explain the basis for his/her 
decision and present relevant documentation.  Any documentation presented will 
be provided to the parent/guardian during the meeting. 

o Neither party may have legal representation present.  The Governing Council may 
allow the parent/guardian to have other representation, if the Governing Council 
President was notified at least three days prior to the Governing Council meeting 
at which the matter will be heard. 

o The Governing Council members may ask questions of either the parent/guardian 
or the School Administrator. 

o After the parties have presented their positions and the Governing Council 
members have had an opportunity to ask questions, the parties will be excused. 
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o The Governing Council will then deliberate. 
• After the Governing Council has deliberated, it will reconvene in open meeting and vote 

whether to grant the appeal, to support the decision of the School Administrator, or to 
delay a decision pending further consideration.  If a decision is not made at the meeting, 
the Governing Council will vote on the appeal at its next regularly scheduled meeting. 

• The Governing Council’s decision is final. 


