
New Household Registration Guide 
This	guide	provides	a	step-by-step	walkthrough	for	completing	the	New	Household	
Registration	process	in	LCSD#2.	Follow	these	steps	carefully	to	ensure	accurate	and	
successful	registration.	
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1. Accessing Online Registration: go to registration.lcsd2.org                        
We do NOT recommend using a mobile phone for registration due to screen size 
limitations. Ensure pop-ups are enabled in your browser for full functionality. 

2. Year Selection 
Select	the	school	year	for	which	you	are	registering	your	student(s).	

If	the	year	you	are	looking	for	is	not	available	please	see	our	Online	Registration	site	or	
contact	one	of	our	schools	or	the	district	office	for	more	information.	

	

3. Enter Your Information & Email 
Provide	your	name	and	email	address	to	start	the	registration	process.	Click	Begin	
Registration	once	done.	This	will	send	a	link	to	your	email	to	get	into	the	registration.	

	

https://registration.lcsd2.org/
https://tech.lcsd2.org/online-registration-vers2/
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4. Email Confirmation & Registration Link 
Check	your	email	for	a	confirmation	link.	Click	the	link	to	proceed	or	copy	and	paste	into	a	
web	browser.	The	email	and	link	will	look	like	this:	

	

*Check	your	SPAM/JUNK	folders	

5. Choose Language 
Select	your	preferred	language	for	the	registration	process.	Currently,	we	offer	the	
registration	in	English	and	Spanish.	

	

6. Confirm Identity 
Enter	your	full	name	to	confirm	your	identity	and	begin	the	registration.	This	should	only	be	
completed	by	a	legal	parent/guardian.	
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7. Begin Registration 
This	is	the	initial	registration	page,	which	outlines	the	sections.	Click	‘Begin’	to	continue.	

	

8. Household Information 
Enter	your	household	phone	number	and	the	contact	preferences	for	that	number:		

	

Types	of	messages:	

• Emergency	–	Enables	urgent	alerts,	such	as	school	closures	or	emergencies.	
• Attendance	–	Notifies	you	of	attendance-related	updates,	including	absences	and	

tardies.	
• General	–	Includes	school	and	district	announcements,	such	as	event	reminders	and	

newsletters.	
• Food	Service	–	Provides	updates	on	lunch	balances	and	meal-related	notifications.	
• Teacher	–	Allows	you	to	receive	messages	from	teachers,	including	updates	on	

missing	assignments	or	class	announcements.
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Enter	your	physical	address:	

	

Enter	your	mailing	address	(if	not	separate	from	your	Physical	Address,	leave	as	‘No’),	
click	‘Save/Continue’	when	done:	
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9. Parent/Guardian Section 
Add	parents/guardians	to	your	household	and	provide	their	contact	information	by	clicking	
the	‘Add	New	Parent/Guardian’	button.		

	

Here	is	where	you	can	set	the	contact	preferences	for	that	specific	parent/guardian’s	
number	and	email.	
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You	will	also	be	required	to	indicate	your	Federal	Impact	Aid	(FIA)	status.	

	

 
Click	‘Save/Continue’	when	done.	Repeat	the	process	for	each	guardian	in	your	
household.	
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10. Emergency Contacts 
Add	at	least	one	emergency	contact	who	is	local	and	can	pick	up	your	student	if	needed.	
Use	the	‘Add	New	Emergency	Contact’	button.		

	

You	will	be	required	to	enter	their	name	and	contact	details:	

Click	‘Save/Continue’	when	done.	Repeat	the	process	as	needed.	
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11. Other Household Members 
Click	‘Add	New	Household	Member	(Child	not	currently	enrolled)’	to	include	
individuals	in	your	household	who	are	not	students	(e.g.,	younger	siblings	not	yet	school	
age).	Repeat	the	process	as	needed.	When	done,	click	‘Save/Continue.’	

	

 
Adding	future	students	helps	us	plan	for	upcoming	school	years.	This	is	not	required	and	
can	be	skipped	by	clicking	‘Save/Continue.’
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12. Student Section 
Click	the	‘Add	New	Student’	button	to	add	a	student	to	the	registration.	

	

Student Demographics 
Input	the	student’s	information:	Name,	birthdate,	grade,	school	you	are	enrolling	in,	and	the	
student’s	foreign	exchange	status.	The	rest	of	the	fields	are	optional.	Click	‘Next’	when	done.	
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Student Race & Ethnicity 
Define	the	student's	Race	and	Ethnicity.		

When	completing	this	section,	you	will	need	to	provide	information	in	two	steps:	

1. Hispanic/Latino	Identification	–	Select	"Yes"	or	"No"	to	indicate	whether	your	
student	is	of	Hispanic	or	Latino	origin.	

2. Race	Selection	–	Check	all	racial	categories	that	apply	to	your	student.	Options	
include:	

o American	Indian	or	Alaska	Native	
o Asian	
o Black	or	African	American	
o Native	Hawaiian	or	Other	Pacific	Islander	
o White	

Note:	Selecting	"Yes"	for	Hispanic/Latino	does	not	replace	selecting	a	race	category—both	
questions	must	be	completed.	If	you	are	unsure	how	to	answer,	please	contact	your	school	
for	guidance.	

Click	‘Next’	when	done.	
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Student Housing 
Define	the	student’s	housing	status	of	homeless	or	not	homeless.	Click	‘Next’	when	done.	

	

 

 

Student Services 
In	this	section,	indicate	whether	your	student	is	currently	receiving	any	specialized	services,	
such	as:	

• Individualized	Education	Program	(IEP)	–	Special	education	services	tailored	to	
your	child's	needs.	

• 504	Plan	–	Accommodations	for	students	to	support	their	learning.	
• Gifted/Talented	Program	–	Advanced	learning	opportunities	for	students	

identified	as	gifted	or	talented.	

If	you	are	unsure,	please	contact	your	child's	school	for	clarification.	

Click	‘Next’	when	done.	
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Student Language Information 
This	section	helps	the	school	understand	your	child's	language	background.	It	contains	four	
questions,	but	only	one	is	required:	

• What	language	does	your	child	most	frequently	use	at	home?	
• What	language	did	your	child	learn	when	he/she	first	began	communicating?	
• What	language	is	used	by	you	and	your	family	most	frequently	at	home?	(This	

question	must	be	answered.)	
• Has	your	child	ever	received	English	Language	Learner	(ELL)	services?	

Click	‘Next’	when	done.	

	

Student’s Previous School 
If	your	student	previously	attended	another	school,	you	may	enter	details	such	as	the	
school’s	name,	city,	state,	country,	and	phone	number	to	help	us	request	their	records.	

You	must	indicate	“Yes”	or	“No”	if	your	student	was	suspended	or	expelled	from	another	
school	in	the	last	year.	Click	‘Next’	when	done.	
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Tribal Enrollment Information 
Please	indicate	whether	your	student	has	an	active	enrollment	in	a	United	States	Tribe.	
Click	‘Next’	when	done.	

	

Student Relationship to Parent/Guardians 
Indicate	the	parent/guardian’s	relationship	to	the	student	and	specify	the	following	
preferences:	

• Guardian:	Mark	if	this	individual	is	a	legal	guardian.	
• Mailing:	Mark	if	they	should	receive	mail	for	the	student.	
• Access	to	Student	Information	(Portal):	Determine	if	they	should	have	a	Campus	

Parent	Account	to	view	student	records.	
• Messaging:	Mark	if	the	should	receive	notices	from	the	school/district	for	the	

student.	

Finally,	set	the	contact	sequence,	which	determines	the	order	in	which	the	district	staff	
will	reach	out	if	needed.	Please	start	at	1	and	work	your	way	down.	

Click	‘Next’	when	done.	
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Student Relationship to Emergency Contacts 
Select	the	student’s	relationship	to	each	listed	emergency	contact.	You	will	also	need	to	set	
the	contact	sequence,	ensuring	it	continues	off	the	order	established	in	the	Parent/Guardian	
Relationships	section	(e.g.,	if	you	have	two	guardians,	your	emergency	contact	would	start	at	
3	for	the	contact	sequence).	Click	‘Next’	when	done.	

	

Health Services – Emergency Information 
Provide	the	student’s	primary	care	provider’s	name	and	phone	number.	This	is	optional.	
Click	‘Next’	when	done.	

	

Medical & Mental Health Conditions 
Provide	student’s	medical	&	mental	health	conditions.	Click	‘Next’	when	done.	An	example	
below	is	how	it	would	look	to	add	an	allergy	to	peanuts.
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Student Medications 
If	your	student	takes	any	medications	at	school,	enter	them	in	this	section.	Use	the	‘Add	
Medication’	button	to	list	all	necessary	medications.	Once	all	medications	are	added,	click	
‘Next’	to	continue.	The	example	below	shows	how	to	enter	an	EpiPen.	

	

Over-the-Counter Medication at School and Release of Liability (OPTIONAL) 
This	section	is	optional.	If	you	choose	to	skip,	use	the	‘Next’	button	at	the	bottom.	

If	completing	this	section,	indicate	which	over-the-counter	medications	your	child	is	
authorized	to	receive	from	trained	school	personnel.	

• Grades	7-12	–	You	may	request	to	be	contacted	before	medication	is	administered	
by	checking	the	designated	box.	

• Grades	K-6	–	Parents	will	be	contacted	before	any	medication	is	given.	

You	must	also	reconfirm	any	medication	allergies,	as	this	is	critical	information.	

Finally,	enter	today’s	date	and	select	"YES"	to	give	parental	permission.	

Once	completed,	click	"Next"	to	continue.	

Example	of	the	section	on	next	page.	
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Complete Release Agreements 
Review	and	complete	agreements	for	media,	field	trips,	technology,	etc.	When	you	are	done,	
click	‘Next’	to	continue.	

	

Extracurricular Activities 
If	the	student	is	in	grade	6	or	above,	this	section	will	appear.	It	is	informational	only	and	
does	not	require	any	action.		

Review	the	information,	then	click	‘Next’	to	continue.	
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District Policies 
Review	and	acknowledge	the	required	District	Policies	in	this	section.	A	link	will	be	
provided	if	you	wish	to	download	a	copy	for	reference.	At	the	end,	you	must	provide	an	
Electronic	Signature	to	confirm	your	agreement.	

Click	‘Save/Continue’	when	done.	
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Repeat this process for every student you wish to enroll. 
Using	the	‘Add	New	Student’	button,	repeat	the	above	process	for	every	student	you	wish	
to	enroll.	

Click	‘Save/Continue’	when	done.	

 

Review & Submit 
Before	submitting,	carefully	review	all	entered	information	to	ensure	accuracy.	If	you	
wish,	you	can	download	a	summary	of	your	application	for	your	records.	

Once	you	are	ready,	click	"Submit."	You	will	not	be	able	to	make	any	changes	after	
submission.	

You	will	receive	an	email	confirmation	once	your	application	is	received	and	another	
notification	when	it	has	been	approved	by	the	school.	
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Support & Assistance 
If	you	have	any	questions,	encounter	issues,	or	have	concerns	about	the	registration	
process,	please	reach	out	to	sydney.gardner@lcsd2.org—we’re	happy	to	help!	

If	applicable,	please	include	your	registration	application	number	in	your	message.	This	
helps	us	locate	your	registration	more	quickly.	You	can	find	the	application	number	in	the	
top	right-hand	corner	of	your	registration	form.

	

mailto:sydney.gardner@lcsd2.org?subject=Registration%20Help%20Requested

