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Richmond Preparatory Charter School Admissions Policy and Procedures 
 
Introduction 
 
The Richmond Preparatory Charter School (RPCS, or the “School”) Admissions Policy is 
designed to support the School’s mission, which is to provide a rigorous college preparatory 
education that equips and empowers students for success, including those with special 
needs, especially on the Autism Spectrum, or who are economically disadvantaged. 
  
RPCS is a non-sectarian, tuition free, public charter school serving students in grades 6 
through 12 (ages 10 to 18) who are New York State residents. RPCS does not discriminate or 
limit the admission of any student on any unlawful basis, including on the basis of ethnicity, 
national origin, gender, disability, intellectual ability, measures of achievement or aptitude, 
sexual orientation, athletic ability, race, creed, religion or ancestry.  
 
RPCS does not require any action by a student or family (such as an admissions test, 
interview, essay, attendance at an information session, etc.) in order for an applicant to 
either receive or submit an application to the School. However, every effort is made to 
ensure that parents or guardians are able to make informed choices when applying to RPCS, 
and to advise all prospective applicants and their families about the opportunities and 
limitations of RPCS. 
 
In order to ensure the balance of students with disabilities and general education students, 
RPCS holds two lotteries for each grade in which students are to be admitted: one for 
students with disabilities who have Individualized Education Plans (IEPs), and a second 
lottery open to all students. Students with IEPs will comprise up to 40% of RPCS’s total 
enrollment. 
 
Outreach and Recruitment, and Retention 
 

A. Outreach and Recruitment 
 
Although outreach to the community occurs throughout the year, formal recruitment of 
incoming students begins in January. 
 
The School’s greatest resource in recruitment is the ever-growing network of satisfied 
parents, former parents and collaborating community organizations who are familiar with 
RPCS’s sister schools, John W. Lavelle Preparatory Charter School (LPCS), New Ventures 
Charter School (NVCS) and The Lois and Richard Nicotra Early College Charter School 
(NECCS), including Staten Island institutions of Higher Education, in particular St. John’s 
University, and a broad range of collaborating institutions, including the Staten Island 
Historical Society, the Staten Island JCC, and Snug Harbor Cultural Center. Additional 
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outreach will be conducted through youth-serving agencies and organizations with which 
LPCS, NVCS and NECCS have already established collaborative relationships, including the SI 
YMCA, Camelot, Jewish Board of Family and Children Services, and the SI Mental Health 
Society. We will utilize direct mail to reach all eligible public school families on Staten Island. 
We will also use our state-of-the-art website, social media opportunities, as well as 
traditional media to support outreach to the following groups: 

1. Students with disabilities: RPCS will reserve up to 40% of its seats for students with 
IEPs.  In the event that applications exceed available seats, RPCS will hold a separate lottery 
for students with IEPs, with the goal of serving a student population in which 40% of the 
School’s total enrollment are students with IEPs.  All outreach materials will affirmatively 
welcome students with disabilities, especially those living on the Autism Spectrum. For 
Example: Year one with a target enrollment of 108 students, approximately 43 seats will be 
reserved for students with disabilities.   

2. English Language Learners: RPCS will collaborate with LPCS, NVCS and NECCS in 
outreach to segments of the Staten Island community with significant populations of English 
Language Learners. Among the organizations with which we are working are El Centro, 
Project Hospitality, Make the Road New York, and Noor Al-Islam Sunday School. Drawing on 
the resources of our schools’ culturally diverse faculties, outreach will be extended to an 
increasing range of Staten Island communities. In addition to English, applications will be 
immediately available in Russian, Spanish, Arabic, Albanian, Haitian Creole, French, and 
Mandarin which are the languages most prevalent on Staten Island. 

3. Economically disadvantaged students: Outreach materials will be mailed to all 
eligible students and their families.  

B. Retention 
  
RPCS’s integrated design of small classes, dually-certified faculty, and wellness supports will 
help us optimize retention of the following groups: 

1. Students with disabilities: Consistent with our Universal Design, students with 
disabilities will benefit from small classes, dually certified faculty, and an array of supportive 
services available to all students. Additional targeted interventions for students with special 
needs will be provided in accordance with their IEP’s. 

2. English Language Learners: To support the success of our English Language 
Learners, RPCS expects to work with Abacus Educational Group, Inc. to develop a 
comprehensive program of support for ELL’s, including Universal ELL-friendly classrooms, and 
classroom push-ins by trained specialists. 
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3. Economically disadvantaged students: RPCS will provide educational support 
outside of school hours for students in need not only of academic enrichment but also of 
community engagement.  

 
Application and Admission Periods and Procedures 
 

A. Application Periods and Procedures 
 
In its first year, RPCS will admit students in 6TH grade; going forward, RPCS will admit 
students in 6th grade, and students will be admitted in 7th grade only to address any shortfall. 
Each year the School will publicize the number of open seats in grades 6 and 7 and will 
collect applications for those seats from January 1 through April 1. 
 
RPCS will not admit students beyond 7th grade. Vacancies occurring in the 6th and 7th grades 
during the school year will be backfilled from the School’s waitlist (see below) until the end 
of December of each school year.  
 
All applicants must submit an application, which can be filled out online, at the School, or by 
mailing or faxing a paper application.  Applicants will be emailed a confirmation of their 
submission and an application number if an email address is provided (although an email 
address is not required). 
 

B. Enrollment Preferences 
 
The School will provide an enrollment preference to applicants in the following order: 
 

1. returning students; 
2. siblings of current students; 
3. children of employees of Integration Charter Schools, provided that children of such 

employees may constitute no more than 15% of RPCS’s total enrollment; and 
4. students residing in Community School District 31. 

 
The RPCS admissions application contains optional questions that parents/guardians may 
choose to answer if they believe their student qualifies for one of the above enrollment 
preferences, including for the lottery for students with IEPS. Applicants must provide proof of 
eligibility for the enrollment preference(s) by the enrollment deadline. Misrepresentation by 
parents or guardians that incorrectly results in an enrollment preference will result in 
revocation of the admissions offer and the applicant will be moved to the end of the 
applicable waitlist. The applicant will then be reassigned a new admissions number through 
the random lottery system, based on their updated preference eligibility. 
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C. Lottery 
 
In the event that applications exceed available seats, a formal, public lottery will be 
conducted and students will not be admitted prior to the lottery. For each grade to which 
students are to be admitted, two lotteries will be held: one for students with disabilities who 
have IEPs and a second lottery open to all students. RPCS will reserve up to 40% of its seats 
for students with IEPs. 
 
To be eligible for admission through the lottery, interested families must submit applications 
from January 1st through April 1st. Applications received after April 1st will be added to the 
waitlist in the order in which they are received. 
 
RPCS will provide public notice of the date, time, and place of the admissions lottery at least 
one week prior to the lottery date in a manner that is consistent with the New York Open 
Meetings Law. If such lottery is provided during a school closure ordered pursuant to an 
Executive Order of the Governor pursuant to a state of emergency for the COVID-19 crisis, 
such notice shall also be posted on the School’s website.  
 
The lottery will be held in a manner that is consistent with Section 119.5 of the 
Commissioner’s Regulations. The lottery will be open to the public and held in a space that is 
open and accessible to the public, and shall be conducted and/or observed by a disinterested 
party. Parents, persons in parental relationships, guardians and/or students participating in 
the admissions process are welcome to attend the lottery but are not required to do so. 
Consistent with Executive Order No. 202.1, if such lottery occurs during a school closure 
ordered pursuant to an Executive Order of the Governor for the COVID-19 crisis, such lottery 
may be held remotely by conference call or similar service, provided that the public has the 
opportunity to view or listen and such lottery is recorded and later transcribed. 
 
The RPCS lottery will be held each year on the third Wednesday in April and the lottery 
results will be posted on the School’s website by April 30th. Students accepted during the 
lottery will also receive a phone call and an email (if an email address is provided) by May 
15th inviting them to enroll (register) before the school year begins. 
 

D. Enrollment Process 
 
Admitted students will receive an enrollment packet at registration. The enrollment packet 
will contain information about the requirements and deadlines for parents to request 
transportation to the School from the school district. RPCS staff will be available to answer 
family and student questions via phone, email, or in person to review the required 
enrollment papers. Parents with limited English proficiency will be provided with translation 
services upon request. 
 
All students (with the exception of homeless students) must show proof of residency in the 
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State of New York. The School will accept a billing statement (for example: gas, electric, cable 
television, rent receipt, etc.) with the name of the student’s parent or guardian listed on the 
statement, as proof of residency.  
 
In addition to proof of residency, families must provide a copy of the student’s birth 
certificate and immunization record.   
 
Students who are admitted to the School based on an admissions preference must also 
submit documentation showing that the student qualifies for the admissions preference, as 
follows: 

1. For the lottery for students with IEPs, parents/guardians must provide the student’s 
IEP. 

2. For the sibling preference, a sibling is defined as a child who resides in the same 
household as a current student and shares a parent or guardian with a current 
student. A parent must provide birth certificates for all siblings, showing matching 
parent names. A guardian must provide guardianship papers along with a notarized 
statement that includes the names of the siblings, the location where they reside, and 
a statement that the guardian provides primary care for the siblings. 

1.3. For the preference for children of employees, ICS will use the student’s birth 
certificate or other appropriate legal documentation to verify the relationship. 

2.4. For the Community School District preference, parents or guardians must 
show proof of residency (see above) in Community School District 31. 

 
All enrollment packets must be returned to the school at least two (2) weeks before the 
school year begins in July.  Applicants who fail to return completed enrollment packets to the 
School within that timeframe will risk forfeiting their student’s seat at the School. Applicants 
who decline an offer of admission will be considered to have forfeited their student’s seat, 
and the seat will immediately be offered to the first student on the waiting list. 
 
Each year, RPCS will ask families to confirm that students plan to re-enroll for the upcoming 
school year in order to promote and ensure maximum enrollment in each grade. 
 

E. Waitlist 
 
The School will maintain a separate waitlist from each lottery that will include an accurate 
record of the names of all students not accepted for admission through the lottery, as well as 
their home addresses, telephone numbers and grade levels. Applications received after April 
1st will be added to the appropriate waitlist in the order in which they are received. To the 
extent possible, withdrawing students with IEPs will be replaced with students from the 
special education waitlist and general education students will be replaced with students from 
the open lottery waitlist. Students who are admitted off the waitlist will be notified in the 
same manner as students who are admitted through the lottery. 
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RPCS will not rollover the lottery waitlist from year to year. 
 
Procedures for student withdrawal or transfer 
 
RPCS is a public school of choice, both for application and withdrawal.  Circumstances may 
arise where parents or guardians may wish to transfer his or her child to a different school. 
With parent or guardian permission, students may withdraw from RPCS at any time. School 
personnel offer to meet with the family and discuss the reasons for the desired withdrawal 
from the School, as well as to seek solutions to any problems that arise from these 
discussions. If the parents or guardians still wish to transfer their child to another school, the 
staff at RPCS make every reasonable effort to help the student find a school that better 
serves the student's needs. RPCS will ensure the timely transfer of any necessary school 
records to the student's new school. 
 


