Administrative Procedure 1040

Waterloo Region
District School Board

OUT-OF-BOUNDARY REQUESTS
ELEMENTARY

Responsibility: Associate Director, Education Services
Legal References: Education Act, R.S.0. 1990, c. E.2, s. 171 (1), par. 7; s. 35

Related References:  Administrative Procedure 1030 - Boundary Request — Secondary
Schools;
1S-25-0O0B-A — Qut-of-Boundary Request Form, Elementary;
1S-25-O0B-B - Out-of-Boundary Acknowledgement Letter
Administrative Procedure 1000 - French Immersion - Elementary
Administrative Procedure 1070 - Access of Non-Custodial Parents to Pupils
and to Pupil Academic Records
Board Policy 4012 - School Attendance Areas
Board Policy 4009 - Student Transportation
Administrative Procedure 4260 - Student Transportation
Policy/Program Memorandum 145 - Progressive Discipline and Promoting
Positive Student Behaviour
Child Custody and Access Agreements: Impact on Access to Students,
Student Information & Education Decision-Making Guidelines
Administrative Procedure 4280 - Admission of Non-Resident Students
Administrative Procedure 1035 - Grade 8 to 9 Transfer

Revisions: October 2020, September 2025

Reviewed:

1. Preamble

To establish that students are designated to attend only specific Waterloo Region District School
Board (WRDSB) schools as determined by geographic and programming considerations, and to
define the circumstances under which a student may attend a school other than the designated
school. The WRDSB recognizes that every student has the right to attend a school where they
are a qualified resident pupil, as defined in the Education Act.

All WRDSB schools offer robust programming supported by effective staff and a committed
community. The WRDSB acknowledges that circumstances may lead to students or families
requesting to attend a school other than their designated school and is committed to addressing
the needs of its students while maintaining viable programs in all of its schools.
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This Procedure should always be interpreted to be consistent with the WRDSB’s Policies and
the Human Rights Code.

2,
2.1.

2.2.

2.3.

24.

2.5.

2.6.

27.

2.8.

2.9.

2.10.

Definitions

Additional cost to the WRDSB: These are costs that could accrue due to the approval of
an out-of-boundary application. They include additional classroom and/or temporary
accommodations, as well as additional staff required due to class sizes (or additional
Kindergarten sections created) mandated by the Education Act, WRDSB staffing
practices, and contractual agreements with employee groups.

Designated School: Under Board Policy 4012 - School Attendance Areas, the WRDSB
shall establish geographic attendance boundaries for each elementary and secondary
school, thereby creating designated schools regarding grade and program.

Exceptional Personal Circumstances: Unforeseeable or unpreventable events or
circumstances beyond a student’s control which impact their ability to attend their
designated school (e.g., medical reasons duly certified by a medical practitioner or
registered psychologist, substantial damage or destruction of the student’s home that
causes a significant disruption in their everyday living circumstances).

Closed-Enrolment School: A school may be designated as a closed-enrolment school
when student enrolment exceeds the building's capacity and/or has site constraints.
Closed-enrolment schools may not accept any out-of-boundary students.

Out-of-Boundary School: Any school other than the student’s designated school.
Students may attend out-of-boundary schools if they have approved out-of-boundary
requests.

Parent/Family Member: This includes a person with lawful custody of the child. In the
case of joint custody, all decision-making parties must agree to an out-of-boundary
request (refer to the Child Custody and Access Agreements guidelines for information
on educational decision-making); otherwise, the request will be denied or revoked.

Receiving School/Principal: The school to which the student has requested a transfer.

Sending School/Principal: The student’s designated school or the school the student
attends if the requested transfer is denied. This is the school where the out-of-boundary
transfer request is initiated.

Siblings: Students having one or more parents or guardians in common.

Space Availability: Space availability is determined by the physical capacity of the
school, minimum and maximum occupancy levels, class sizes including mandatory
Ministry of Education caps, board staffing practices, contractual agreements with
employee groups, the ability of schools to offer a viable program, and any additional
costs that would accrue to the WRDSB, among other factors. Space availability shall be
at the discretion of the Principal, in consultation with the Senior Manager of Planning.
Portable classrooms are not included in building capacity and shall be excluded from the
space availability assessment.
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3.1.

3.2.

3.3.

3.4.

3.5.

3.6.

41.

General

Except as provided elsewhere in this procedure, students shall attend the school within
the boundary of their primary residence that offers the program selected by the student
and their parent or family member(s).

In cases where the WRDSB assigns a student to a school other than the designated
school, the out-of-boundary application process does not apply. For example,

placement in a specialized special education program (e.g., ACE program);
placement in a Multilingual Language Learner (MLL) program;

placement at an alternate school location due to accessibility needs;

Alternative to Suspension Program (if over 5 days) or Safe Schools Transfer; and
subject to successful application, a student attending a system program such as
French immersion (refer to Administrative Procedure 1000 - French Immersion -
Elementary).

Address Change: If the student changes addresses during the school year (i.e., moves
to a new attendance area), they may remain at their current school to complete the
school year. (Note: Transportation is subject to eligibility under Board Policy 4009 -
Student Transportation). No out-of-boundary application is required unless the student
wishes to stay beyond the current school year.

Future Address Change: If a student plans to change addresses after the school year
has begun (i.e., within a new attendance area) and has proof of purchase or a rental
agreement for the new residence, they may attend the new designated school, provided
the move will occur within the current school year. The parent(s)/family member(s) and
the school will agree on an appropriate transition date for the student (e.g., the first day
of school, after a board-designated holiday period, etc.). The out-of-boundary application
process does not apply. (Note: Transportation is subject to eligibility under Board Policy
4009 - Student Transportation).

Out-of-District Students: The Education Act (s. 35) grants a student the right to attend
a more accessible elementary school. The WRDSB may admit out-of-district students
where the shortest distance by road from the school the pupil is required to attend is
more than 3.2 kilometers. The out-of-boundary application process does not apply to
students from outside the district. (Note: Guidelines and expectations regarding
admitting out-of-district students are provided in Administrative Procedure 4280 -
Admission of Non-Resident Students).

In all other circumstances, an application must be made for a student to transfer to a
non-designated school through the out-of-boundary request process.

Schools Open/Closed to Out-of-Boundary Requests

A school may be closed to out-of-boundary attendance students under the following
conditions (including but not limited to):

e Space is not available within the school (e.g., reliance on portable classrooms for
student accommodation)
The school is experiencing significant new development pressures
The school is undergoing a boundary or pupil accommodation review in the
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upcoming year
e The school is being used as a holding school for a new school (planned or under
construction).

4.2. The list of schools open and closed to out-of-boundary requests is reviewed and
updated annually on the WRDSB’s website before the end of January.

4.3. Schools closed to out-of-boundary requests do not accept applications and do not
maintain a waiting list.

5.  Application Process

5.1. Principals have the authority to consider particular learning needs or requirements
placed on the student that cannot reasonably be met by the designated school and/or
exceptional personal circumstances that would allow the student to attend a
non-designated school.

5.2. Parent(s)/family member(s) may apply for a student to attend a school other than the
designated school.

e Students new to the WRDSB must still register at their desighated school by
address in case they are not approved at their requested school.

5.3. Applications for consideration to start the following school year are due on the last
Friday of February.

e Applications received after this date may not be reviewed until the third week of
September.

e ltis recognized that there may be appropriate circumstances where the
parent(s)/family member(s) were unable to apply by this date (e.g., students who
move into the WRDSB after this date and seek to register for a school other than
their designated school). Such requests may be considered after this date.

5.4.  Applications will be reviewed, and decisions made, during the last week of February and
the first week of March.

5.5. Families will receive notification of either acceptance or declination of their application
on or before the Friday of the first week of May. Applications may be held until the
September re-organization.

6. Out-of-Boundary Request Conditions

6.1. The request will be considered, taking school enrolment (current actual enrolment and
projections) into account, and there must be a sufficient number of pupil places at the
time of the request to accommodate the students within established class-loading
policies.

6.2. The student must not currently be subject to or under an expulsion.
6.3. The admission will not result in more staff within established class-loading policies.

e The parent/family member must complete Form [S-25-O0B-A/Schedule A, including
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6.4.

6.5.

6.6.

7.

7.2.

7.3.

7.4.

7.5.

7.6.

7.7.

reasons for the request, and submit it to the designated school Principal. The
designated school Principal and the receiving school Principal will review the form.

e The receiving Principal may request evidence and reasoning supporting the
out-of-boundary transfer application to aid in evaluating it.

Out-of-boundary transfer applications will be considered based on the reason specified
on the application form (Form IS-25-O0B-A/Schedule A) and other factors, including,
but not limited to:

e To support a student’s medical needs, which cannot be met at the designated school
(duly certified by a medical practitioner or regulated mental health professional)
Safe schools issue
Assignment to a school further away presents undue hardship. (Note: Disagreement
with a designated school boundary or bell time is not an acceptable reason for an
exemption.)

Student transfer requests received during the regular application period shall be
approved by the receiving Principal in consultation with the sending Principal(s) within
the limitations of space availability.

The WRDSB reserves the right to restrict out-of-boundary transfers in certain
exceptional circumstances, such as when restricting out-of-boundary transfers offers a
reasonable and necessary short-term solution to a program viability issue or other such
issue at a sending school.

Approvals

Upon receiving a completed Form [S-25-O0B-A/Schedule A, the designated school
Principal will contact the receiving school Principal and, based on section 5.3 of this
Procedure, reach a mutually acceptable agreement.

Principals should be aware of setting precedents when approving transfers in unusual
circumstances.

Consistency and effective communication between all schools are essential for making
informed decisions.

The designated school Principal should contact the parent/family member(s) to confirm
their decision.

All decisions should be made in writing and sent to the parent(s)/family member(s) and
the designated school Principal (if applicable). Final decisions should be recorded on
Form 1S-25-00B-A/Schedule A and retained in the registration binder for the duration of
the approval period, plus 2 years for audit purposes.

A student in Junior Kindergarten to Grade 8 who has transferred into a non-designated
school may remain there until the most senior grade offered in the school has been
completed, except in circumstances defined under the associated procedures.

The parent/family member(s) should acknowledge the above procedure in writing when
the request is approved, using the Out-of-Boundary Acknowledgement Letter (Form
1S-250-O0B-B/Schedule B).

September 2025 Page 5 of 9

Procedure 1040


https://www.wrdsb.ca/wp-content/uploads/IS-25-OOB-A_AP1040-Out-of-Boundary-Requests_Elementary_Sept2025_rev-1a_fillable.pdf
https://www.wrdsb.ca/wp-content/uploads/IS-25-OOB-A_AP1040-Out-of-Boundary-Requests_Elementary_Sept2025_rev-1a_fillable.pdf
https://www.wrdsb.ca/wp-content/uploads/IS-25-OOB-A_AP1040-Out-of-Boundary-Requests_Elementary_Sept2025_rev-1a_fillable.pdf
https://www.wrdsb.ca/wp-content/uploads/IS-25-OOB-B_AP1040-Out-of-Boundary-Requests_Elementary_Sept2025-Rev-1_fillable.pdf
https://www.wrdsb.ca/wp-content/uploads/IS-25-OOB-B_AP1040-Out-of-Boundary-Requests_Elementary_Sept2025-Rev-1_fillable.pdf

7.8.

7.9.

7.10.

7.11.

8.1.

8.2.

All elementary school-aged siblings are to be considered in any decision related to this
procedure.

e Exception: Where students are required to transition to another school for Grades 7
and 8 (i.e., where a JK to Grade 6 school feeds to a JK to Grade 8 school for
Grades 7 and 8, a sibling in JK-6 may not attend the feeder school with the sibling,
without an approved Form [S-25-O0B-A/Schedule A request).

Notwithstanding the above, in the case of a boundary review, Form
1S-25-O0B-A/Schedule A requests will be processed through the office of the
Superintendent of Student Achievement & Well-Being responsible for the receiving
school.

When a student transfer is granted, the applicant is responsible for transportation.

An out-of-boundary student attending a WRDSB elementary school in Grade 8 is
expected to attend the WRDSB secondary school in their designated attendance area.
Please refer to Administrative Procedure 1035 - Grade 8 to 9 Transfer process, for
consideration to attend an out-of-boundary secondary school within the WRDSB.

Appeals

Where a request for a student transfer has not been granted, an appeal may be made
by the parent/family member(s) by writing to the Principal of the receiving school.

e ltis expected that the Principal will provide a response to the parent/family
within 10 business days.

Where a request for a student transfer is not granted following an appeal to the Principal
of the receiving school, the parent/family member(s) may make a final appeal to the
Superintendents of Student Achievement & Well-Being (SAWB). SAWB will review the
appeal and make a final determination.

e ltis expected that the Superintendent will provide a response to the
parent/family within 10 business days.
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IS-25-00B-A
Schedule A

OUT-OF-BOUNDARY APPLICATION (ELEMENTARY)

The Waterloo Region District School Board (WRDSB) has a procedure that allows students to attend
out-of-boundary schools, provided there is sufficient space within the established class loading policies and the
admission of out-of-boundary students does not result in more staff than would be allocated otherwise. The
procedure also states that the WRDSB will assume no obligation to provide transportation for students who
have chosen to attend out-of-boundary schools. The responsibility for getting to and from school will rest
entirely with students and their families. Students currently subject to or under expulsion are not eligible to
attend an out-of-boundary school.

STUDENT GIVEN NAME STUDENT SURNAME
DATE OF BIRTH CURRENT GRADE/PROGRAM
HOME ADDRESS

STREET CITY/TOWNSHIP POSTAL CODE
PARENT/FAMILY MEMBER 1 PHONE NUMBER TYPE
PARENT/FAMILY MEMBER 2 PHONE NUMBER TYPE
DESIGNATED SCHOOL CURRENT SCHOOL REQUESTED SCHOOL

Eligibility to Apply: Parents/legal guardians may request a transfer to a non-designated school due to
medical needs, a safe schools issue or undue hardship as per AP1040 - Section 6.4 . Preference or
convenience (e.g., closer to work, bell times) alone may not be sufficient for approval.
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1. Application Deadline: Applications for the next school year must be submitted by the last Friday of
February. Late applications may not be reviewed until the third week of September, unless exceptional
circumstances apply.

2. Required Form: Complete Form 1S-25-O0B-A, including a clear reason for the request. The form must
be submitted to the designated school Principal, who will coordinate with the receiving school Principal.
3. Space Availability: Approval depends on space availability (e.g. class sizes, physical capacity of the

school) at the requested school. Schools relying on portables or facing over-enrolment may be closed to
out-of-boundary transfers.

4. Closed Schools: Some schools are designated closed to out-of-boundary students due to capacity or
growth pressures. These schools do not accept applications or maintain waiting lists. The list is published
annually on the WRDSB website by the end of January.

5. Sibling Considerations: Siblings will be considered in the decision, but automatic approval is not
guaranteed. For example, a younger sibling in JK-6 may not follow an older sibling into a JK-8 school without
obtaining approval for an out-of-boundary request.

6. Transportation: Parents/family members are responsible for transportation for students attending a
school through an out-of-boundary transfer. Transportation eligibility is based on Board Policy 4009 and is not
guaranteed.

7. Approval Process: The receiving Principal, in consultation with the designated school Principal, has
the authority to approve or decline the application based on the outlined criteria. Written notification will be
provided by the first Friday of May (or later for late applications).

8. Registration Requirement: Students new to WRDSB must register at their designated school, even if
they are applying to attend another school, in case the request is not approved.

9. Appeal Process: If a request is denied, families can appeal to the receiving school Principal, and, if still
denied, submit a final appeal to the Superintendent of Student Achievement & Well-Being (SAWB).

Reasons for Request:

Signature: Date:

Please attach supporting documentation, if applicable, and return it to your designated school principal.

For School Use Only

Out of Boundary Request is e Approved e Declined

Signature of Designated School Principal: Date:
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IS-25-00B-B
Schedule B

OUT-OF-BOUNDARY ACKNOWLEDGEMENT LETTER
(JK - GRADE 8 APPROVALS ONLY)

STUDENT GIVEN NAME STUDENT SURNAME
CURRENT DESIGNATED ScHooL OuTt-0oF-BouNDARY RECEIVING ScHooL
APPROVED STARTING GRADE LEVEL ApPPROVED FINAL GRADE LEVEL

Dear Parent(s) and Family Member(s):

The WRDSB has approved the out-of-boundary transfer request for the above-named student to attend the
Out-of-Boundary Receiving School. Please sign and date the letter below to acknowledge your understanding.

ACKNOWLEDGEMENT & SIGNATURE

| understand that this approval has been granted under the following conditions:

e Approval is based on the grades listed above, and the student is expected to attend their Designated
School based on their home address after this time frame.

e |tis my responsibility to provide transportation for this student to the Out-of-Boundary Receiving School.

e Students must meet expectations for attendance, punctuality (e.g., arriving at school on time) and
behaviour. Failure to do so may result in the removal of this approval.

PARENT/GUARDIAN GIVEN NAME PARENT/GUARDIAN SURNAME

PARENT/GUARDIAN SIGNATURE DATE (YYYY-MM-DD)

Notice of Collection: Personal information contained on this form is collected under the authority of the current Education Act of the Province of Ontario
and in accordance with the Municipal Freedom of Information and Protection of Privacy Act. It will be securely stored and used for registration,
administrative, communication, educational and reporting purposes. Questions about the Ontario Student Record should be directed to the school
Principal. Questions about this notice of collection should be directed to the Freedom of Information, Privacy and Records Information Management
Officer, Waterloo Region District School Board, Education Centre, 51 Ardelt Avenue, Kitchener, ON N2C 2R5 or privacy@wrdsb.ca

Copies: 1. Receiving School’s Main Office (attendance binder); 2. Designated School’s Main Office (attendance binder)

Retention: Duration of approval period plus 2 years.
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