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Administrative Procedure (Public) 
Students  

 

ADMISSION OF STUDENTS 
 

Context 
The Ministry of Education provides operating grant funding to Boards of Education that enrol 
children who are school age and 

• ordinarily reside in British Columbia (BC) with their parent(s) or guardian(s); 
• deemed ordinarily resident in BC under School Regulation, or, 
• meet criteria as established by the Ministry of Education. 

 
Acceptable documentation for proof of age includes a birth certificate, a passport, government-
issued adoption papers, a court order with the student’ name and date of birth within the 
order, or a live birth report.   
 
Acceptable documentation for proof of being ordinarily resident includes BC Medical Services 
Plan (BCMSP) coverage and one item from the list of supporting documentation OR proof of 
application for BCMSP and three items from the list of supporting documentation.  (NB. The file 
will not be complete until BCMSP coverage is confirmed). Acceptable pieces of supporting 
documentation include  

• proof of ownership of a dwelling or long-term lease or rental of a dwelling, 
• a document indicating British Columbia residence (i.e., a utility bill), 
• provincial registration of an automobile, 
• a BC driver’s licence, and 
• A current income tax return filed as a BC resident. 

 
Alternative residency documentation, should the parent or guardian not be able to provide 
the above, includes: 
• proof of employment in the community; 
• proof of ownership of a business in the community that requires the owner to be 

regularly present; and 
• significant links to the community through family, religious organizations, recreational 

and social clubs. 
 
Students accessing an education program can be registered in two ways: 

• Through the online registration link if the student is a Canadian Citizen and eligible for 
operating grant funding from the Ministry of Education; or, 

• Through the Welcome Centre at Hollywood Road Education Centre in all other 
situations. 

Schools must obtain sufficient documentation to support proof of age of the student and that 
the student and parent or guardian are ‘ordinarily resident’ in British Columbia prior to 
registering them into the provincial student management system, MyEd BC.   
 



 
 

Relevant Board Policy:  N/A 
Developed by:  Secretary-Treasurer/CFO 
Date Agreed:  August 2011 
Date Amended:  October 2018 (Asst Superintendent Responsible for International Education) 
Related Documents:  Administrative Procedures Manual (a) Registration and Wait List Procedure for Students and 
(b)  Registration & Wait List Procedure Letters. 
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Procedure 
1. A parent or guardian must provide sufficient evidence at time of registration to meet the 

criterion for student age and the criterion of ‘ordinarily resident’ based on the terms 
outlined within this procedure.  

 
2. If the parent or guardian is unable to provide the required proof of student age and BC 

residency, the Principal must refer the parent or guardian to the Welcome Centre at 
Hollywood Road Education Centre for assistance. 

 
3. The Principal must ensure that there is a process in place at the school for the placement of 

documentation used to support proof of age and residency in the student’s file.  The 
evidence retained must be available for the Ministry of Education auditors upon request.   

 
4.  The Principal or staff member responsible for student registration must direct students, 

parents, and guardians who are Canadian citizens not ordinarily resident in BC, new 
immigrants, or others not otherwise eligible for funding from the Ministry of Education to 
the Welcome Centre at Hollywood Road Education Centre for assistance with registration. 
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APPENDIX 
Ministry of Education – Funding Policy:  Eligibility for Operating Grant Funding 
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