
 
ADMISSIONS POLICIES AND PROCEDURES  

General admission procedures for Carrollwood Day School   

 
1. Parents inquire by telephone or through our website. Initial questions are answered. 

 
2. The parents arrange to visit the school with the admissions office. Parents are encouraged 

to make their appointment in the morning, if at all possible, so that they can observe a 
typical school day. We also encourage parents to bring their children with them. The  
information shared verbally with the parents includes:   

●​ CDS philosophy and mission statement   
●​ Class size  
●​ Policies and procedures   
●​ Grade availability  
●​ Teacher qualifications   
●​ Basic curriculum   
●​ Brief history of the school  
●​ Accreditations CDS holds and their significance   
●​ Evaluation and admissions process   

 
      3. A packet of information is given at the time of a tour. The packet includes the following:   

●​ Description of various programs, philosophy of CDS, an overview of the 
curriculum,  daily schedule, and admissions requirements  

●​ Tuition cost and affordability   
●​ Explanation of before and after school care   
●​ Admissions timeline  
●​ IB data  
●​ Character Education  
●​ Admissions open enrollment date at the beginning of February and sibling/staff 

priority policy for applicants  
●​ Waiting pool procedures   
 

4. Students who are not currently enrolled, but have previously been students at CDS, are 
evaluated for admission using the same criteria as a first-time applicant. Siblings of 
currently enrolled students and children of CDS faculty and staff do have priority over 
other applicants. However, a student who is not an appropriate candidate for CDS is not 
accepted based on the fact that the school has a relationship with the family. It is the 
school's belief that the best interest of the applicant is the most important factor in 
admission decisions.   



Admission procedures for all Early Childhood Campus students   
Parents who inquire about the CDS preschool are required to schedule an individual tour to see 
and hear about our program and to discuss their child and his/her interests and needs. All 
applicants must pay a $100 application fee. Current students are re-enrolled in January, while 
new students are offered admission at the end of February. 
 
Admission procedures for currently enrolled preschool students applying for 
PreKindergarten-3, PreKindergarten-4, and Kindergarten   
Children who are current CDS Toddler, PreKindergarten-3, and PreKindergarten-4 students are 
admitted to our PreKindergarten-3, PreKindergarten-4, and Kindergarten based on their 
teachers’ observations and ongoing assessments. Teachers are also consulted about their 
observations of the kindergarten students.  The teachers use the COR Advantage (HighScope) 
and Learning Without Tears assessments and standards throughout the year to document their 
anecdotal observations. Four times a year, parents receive these assessments in the form of a 
chart showing their child's progress. This information, in conjunction with parent-teacher 
conferences, ensures that a parent has been kept apprised of his/her child's development and 
appropriate placement.   

Admission procedures for applicants to the Toddler program   
All students are admitted to the Toddler program without screening or testing.  Typically, 
parents include a child's special needs during the tour, and we are very clear about our 
limitations and expectations after preschool. Students are admitted on a first-come, first-served 
basis for the Toddler class. Families are given an admission decision in their online portal at the 
end of February.   

Admission procedures for applicants to the PreKindergarten-3 program  
Students who are new to CDS visit the school for a group observation with other 
PreKindergarten-3 applicants and ECC staff. The observation consists of age-appropriate 
activities to determine school readiness; the skills are based on the Brigance Inventory of 
Early Development. The admissions committee reviews the group observation notes and 
information submitted in the applicant profile. Families are given an admission decision in 
their online portal at the end of February.  

Admission procedures for applicants to the PreKindergarten-4 and Kindergarten 
programs  
Students who are new to CDS visit the school for an interview with the Assistant Head of  
Lower School - ECC or a member of the admissions team. The interview consists of a brief 
conversation, and the Brigance Inventory of Early Development is administered. Later in the 
admissions process, applicants return for a group observation with other PreKindergarten-4 or 
Kindergarten applicants and ECC staff. The observation consists of age-appropriate activities 
to determine school readiness and early academic skills. All PreKindergarten-4 and 
Kindergarten applicants must supply a teacher recommendation from their current teacher. 
 
The admissions committee reviews the Brigance assessment, group observation notes, and 
information submitted in the applicant profile. Families are given an admission decision in 
their online portal at the end of February.  



A student who has been identified as exhibiting special needs or special consideration regarding 
admission is evaluated for admission using the procedures found in the policy on the following 
page.   

Mission-appropriate students are accepted based on the recommendation of the Kindergarten 
staff and administration.   

Admission procedures for currently enrolled Kindergarten students re-enrolling for 
first-grade  

A student who is identified either before or at the beginning of the Kindergarten school year as  
needing special consideration to determine whether placement in CDS first grade is appropriate  
will be evaluated and processed in the following manner:   

• The Kindergarten staff will identify the student and be able to describe behaviors 
contributing to their concern. Kindergarten teachers will discuss the child with 
the  Head of Lower School and Assistant Head of Lower School - ECC, and they 
will begin to formulate a written description of behaviors based on their 
observations.   

• Appropriate staff (Head of School, Head of Lower School, Head of Lower School  – 
ECC, and/or first-grade teacher) from the Bearss Avenue campus will observe the 
student and will discuss the situation with the Kindergarten staff.   

• The Kindergarten staff will notify the parent of the concern no later than the second 
conference (early December). At this time the parents will be given the school's 
plan of action for their child. The plan may include, but not be limited to,  
continued observation and classroom intervention, referral for psycho-educational 
or other outside evaluation, and/or individual work with the teacher outside of 
classroom time.  

• Dates will be set for conferences with the parents to ensure that all involved adults 
are aware of the progress of the plan of action.   

• All meetings, referrals, and other pertinent information will be documented and 
kept in the student's confidential file.   

• The school will make every attempt to reach a decision on the child's possible 
placement in first grade in a timely fashion.   

Admission procedures for the lower school(elementary) and middle school  

Applications for admission to the elementary school are processed on an individual basis. Many 
factors are considered.   

Students who currently attend CDS are given first placement opportunities in January. Each 
student's needs are assessed in regard to grade-level placement. If special contingencies or 
recommendations, such as tutoring or remediation, are needed, these suggestions are made 
to students and their families as soon as possible. (Enrollment of current school families is  
completed at the end of January.)   

Applicants who are entering CDS's first through eighth grade pay a $100.00 application fee. 



First and second grade applicants sit for a reading assessment administered by a member of the 
admissions team; they also complete a math screening and provide a writing sample. Third 
through eighth-grade applicants provide a writing sample and take the math and reading 
component of Measures of Academic Progress (MAP), while MS applicants sit for the SSAT. 
All elementary parents have an interview with the Chief Enrollment Management Officer. 

For applicants entering CDS from another school, we request pertinent information from the 
previous school, including a detailed questionnaire from the child's classroom teacher and any 
academic records, such as report cards, standardized test scores, and portfolios. A personal 
interview, assessment, and a tour of the campus are a part of each prospective student's visit.  
Our goal is to make the child feel comfortable and relaxed during his/her stay at CDS. Some 
students shadow a friend or an assigned buddy so that he/she can experience a typical day at  
CDS. These assessment tools provide the necessary information for CDS placement when 
used in conjunction with the student's profiles from their previous school. The standard 
entrance requirement is that the child is functioning at or above their appropriate grade level. 
Students seeking admission in 6th-8th grades are required to shadow unless admission is 
during the summer months, in which case an applicant would sit for an interview and a math 
placement exam.   

In keeping with the philosophy and "family school" nature of CDS, we have and will 
occasionally accept a student who is having difficulty in an academic area if we feel our 
program can help the student to progress successfully. The families involved in conditional 
enrollment, as stated in the contract, must cooperate and continue to provide any additional 
tutoring, counseling, or assessment as deemed necessary.   

Not all parents are formally interviewed, but we make every effort to explain our school's 
philosophy and goals to them. We hope that we can reach an understanding with our families 
that will enhance parental support and coordinate the efforts of everyone involved with each 
child's education.   

Admission procedures for the upper school  

 
Prospective students seeking admission into high school are required to:  

●​ Complete the online application, student writing sample, and questionnaire 
together with a $100.00 application fee.  

●​ Schedule an appointment for the parents and the applicant to meet with the 
Director of Admissions and the Head of Upper School during the school visit.  

●​ Submit at least two teacher recommendations to the CDS admissions office. One 
must be from a Math teacher and one from an English teacher.  

●​ Complete the Release of Records Form and give it to the office of the applicants’  
current school. These records should be sent by the school to the CDS 
admissions office in a sealed envelope.  

●​ Register to take the SSAT and have results sent to CDS. (9th grade only)  
●​ Once the applicant’s admissions portfolio is complete, the CDS admissions 

committee will make a decision of acceptance and notify the prospective 
family of the decision through Veracross.  

Students currently enrolled in CDS’s 8th grade do not need to take the SSAT for entrance into 



the high school. CDS 8th graders are only required to submit a writing sample to be considered 
for admission to 9th grade. In the event that the middle school principal feels an 8th grader is not 
fully prepared for upper school at CDS, summer school would be advised. For students who are 
not acceptable candidates for the CDS high school, discussions will take place. All new 
incoming upper school and Middle School students will be required to take a Math and, for 
some, a Language B  placement test at a pre-orientation in May.  

Waiting pool policies and procedures  

 
There is a waiting pool for all grades that have reached capacity enrollment. When an opening 
becomes available, the best-qualified applicant is notified of his/her opportunity to receive that 
particular space. Accepted applicants are given ten days to turn in the contract before the 
available opening is offered to the next qualified applicant in the pool. 
 
 This policy will be reviewed on an annual basis by the staff as facilitated by the IB 
Coordinators.  
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