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Welcome 
 
Welcome to the User Guide for the Nonpublic Registration, Enrollment and Staff Report.  This Report is 
used by the Illinois State Board of Education (ISBE) to collect basic information about nonpublic schools 
that are voluntarily seeking to become registered nonpublic schools in Illinois for the first time.  Schools that 
have been registered but let that registration lapse should not submit this document but instead renew their 
registration in IWAS. 
 
If you have questions about the registration program, please contact ISBE’s Regulatory Support and 
Wellness Division at (217) 782-5270. 
 
This User Guide (found under bar 3 at https://www.isbe.net/nonpublicprograms) provides instructions for 
preparing the Report for submission. 
 
Once a school has achieved registration through this paper document, in succeeding school years, the 
school must renew that registration.  However, the renewal is done through ISBE’s IWAS system and not 
through a paper document.  If ISBE determines that registration is approvable, it will respond to the paper 
Report with access information for the IWAS system.  

https://www.isbe.net/nonpublicprograms
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Getting Started 
 
The Nonpublic Registration, Enrollment and Staff Report is available electronically between October 1 and 
June 30 each year under bar 3 at https://www.isbe.net/nonpublicprograms.  The Report is a fillable form, so 
schools are urged to copy it to a school computer’s hard drive and type into it the requested data.  Then 
print the document, sign it, and mail it to the address shown in red at the top of the first page. 
 
Schools should submit this Report on or after October 1, and it must be received by ISBE on or before June 
25 so that it may be processed by June 30.  Such first-time schools must wait until October 1 to gain access 
to the application form.  Schools that have completed the form but not submitted it should wait to do so until 
October 1. 

 
  

https://www.isbe.net/nonpublicprograms


5 

 

Completing the Report 
 
Nonpublic School Information 
 
First, we ask for some basic information about the school and the school leadership.  The only tricky part to 
this section is found in the two boxes referring to public school districts. 
 

 
 
The first issue there is that a nonpublic school might be geographically located in more than one district if 
the area has separate districts for elementary and secondary schools.  In this case, list the public school 
district that is most like the nonpublic schools.  For example, if the nonpublic school serves grades K-8, the 
elementary public school district is probably the best choice.  If in doubt, list all the districts, and ISBE staff 
will determine which one to use. 
 
The second issue is that virtually all of the entities that ISBE deals with have a unique identifier in our 
database that is known as an RCDT code.  You will probably not know these codes for any public school 
districts; the simplest way to get the code is to contact the district and ask them for it.  The district business 
manager and the district superintendent like use the code more than most other offices, so try those 
sources first.  An RCDT code appears as XX-XXX-XXXX-XX or as the same collection of numbers (and 
possibly letters) but without the hyphens. 
 
You may have noticed the Report does not ask for the nonpublic school’s RCDT code.  This is because as 
an unregistered school, you do not have a code yet.  A code will be assigned to your school once you are 
registered. 
 
 
Affiliations 
 
Next, you must indicate the primary affiliation the school has with a larger universe of organizations.  Most 
commonly, this represents a religious affiliation, but that is not necessarily the case.  Look over the list, and 
choose the option that most closely represents your school’s external connection. 
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Nonprofit Verification 
 

 
 
What is requested here is the file number from the Illinois Secretary of State’s office—not your tax-exempt 
number from the federal Internal Revenue Service nor any number from the Illinois Department of Revenue.  
This requirement only applies to schools that are not religiously affiliated (i.e., those identifying themselves 
in the Affiliation section as 01, 16, or 19); religiously affiliated schools may ignore this. 
 
 
Assurances 
 

 
 

All of the assurances must be checked either “Yes.” 
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Bullying Policy Requirement 
 
This requirement only applies to nonsectarian schools, so again, the affiliation selection is decisive.  If you 
identified your school in the Affiliation section as 01 or 19, you must be in compliance with this statutory 
requirement.  If you have any other affiliation, you can ignore this. 
 
Check the boxes and fill in the dates as each applies to your school’s situation.   
 

 
 
 
District Relations 
 

 
 
The intent of this section is to make more efficient and accurate the work of public school districts to meet 
federal consultation requirements for various grant programs.  Every child in your school is connected to a 
public school district by residence location. 
 
To complete this section, there are several steps. 
 

1. Identify with the help of parents, older students, or other sources which public school 
districts have schools your students would attend if the students were not enrolled with you.  
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Note that it is public school district names and not individual public school names that are 
critical here. 

 
2. One source that may be helpful is the Directory of Educational Entities on the ISBE website  

(https://www.isbe.net/_layouts/Download.aspx?SourceUrl=/Documents/dir_ed_entities.xls).  
This document is updated nightly, so it always has the latest information on the entities with 
which ISBE works. 

 
a. Click on the “Public Dist & Sch” tab at the bottom of the spreadsheet. 

 
b. You can search this spreadsheet by pressing Control-F and typing in what you are 

looking for—district name, district RCDT code, school name, city name, etc. 
 

c. In using the directory, please note that you are looking for the district’s actual name 
and not the name by which it is commonly known.  For example, Chicago Public 
Schools will be found in the spreadsheet as “City of Chicago SD 299.” 

 
3. In some cases, you may not know exactly where a district boundary runs and thus may be 

uncertain about the exact number—you can put in your best estimate.  When the district 
consults with you later, you and the district can make this estimate into a precise number. 

 
4. Total all of the individual enrollment numbers at the bottom of the form and check that this 

number agrees with your school’s actual enrollment. 
 

5. If you need more space, list the same information for the remaining districts on a separate 
piece of paper and include this when you mail your application. 

 
6. Since the school, if registered, will be asked for this district information every year, it is 

highly recommended that the school change its forms that parents complete each year as 
part of enrolling children to include one or more questions to gather these data. 

 
 
Student Enrollment 
 
This screen is so full that it lacks a header, but it is here simply to ask about your school’s enrollment.  This 
is the most involved part of the Report.  Student enrollment numbers must be broken down by gender, 
race/ethnicity, grade level, and regular/special education status.  Each child may be counted only once, so if 
a child might belong in more than one cell, you must choose the place that seems the most applicable.  If 
the child or parent does not know the ethnicity or declines to identify one, the school must make its best 
assessment of the matter and enter the child accordingly.  Only enter whole numbers. 
 
Put row totals in the two columns on the far right of the table.  Then total those columns at the bottom of the 
page.  The sum of those two column totals must equal the total enrollment you indicated for the “District 
Relations” section above. 
  

https://www.isbe.net/_layouts/Download.aspx?SourceUrl=/Documents/dir_ed_entities.xls
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Other Student Data 
 
These data are collected to help any teachers on your staff who may have certain government student 
loans.  The data may make available to those teachers discounts on those loans or even loan forgiveness. 
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School Staff 
 

 
 
This is section also lacks a header, but it asks for your staff numbers must be broken down by gender and 
by the kind of work done.  It is probably the second most involved part of the Report.    Since nonpublic 
schools frequently have persons taking on several responsibilities, proportions of a full-time employee 
(FTE) may apply.  Thus, a person who is a principal half of the day (0.5 FTE), a guidance counselor for a 
small part of the day (0.1 FTE), and a teacher for the remainder of the day (0.4 FTE) will appear in three 
parts of the table.  The system only accepts one decimal place, so if you have a person who serves ¾ of 
the time in one role and ¼ in another, you will have to decide whether to enter the split as 0.2 and 0.8 FTE 
or as 0.3 and 0.7 FTE. 
 
Once your staff numbers are entered, be sure to put row totals in the column on the far right. 
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Submitting the Report 
 
After entering the data on the last page, including the administrator’s name and the date, check over the 
whole document for accuracy and completeness.  When you are satisfied that all is in order, print the 
Report, sign it, and mail it to the address shown in red at the top of the first page. 
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