RITS Documentation Guidance
Below is some general guidance to address questions regarding the RITS system and student
documentation. Please note that this guidance does not constitute legal advice. Please refer to your
district’s legal counsel if you have further questions or for your district specific enrollment policies.
When available, use the student’s birth certificate to verify birth information for the student. If the birth
certificate is not available, then the district may use other sources to confirm the child’s legal name and
date of birth. A birth certificate, if available, is the best evidence of the child’s birth date and legal
name, and in general shouldn’t reveal citizenship status as it shows place of birth and legal name but not
current citizenship status. That said however, a district must also be very careful not to do anything that
would have a “chilling effect” on student enrollment and it must adhere to all state and federal laws. If
the district is under an Office of Civil Rights (OCR) or Department of Justice (DOJ) settlement agreement
or court order then it should follow those stipulations, if there are any, pertaining to enrollment. If a
birth certificate is not available, the district may use another document to confirm the child’s birth date
and legal name, including any of those listed below. Please note that the below list is not
comprehensive. Check with your district’s legal counsel if your district uses other types of documents.
Partial List of Possible Documents That May Be Used to Confirm Student’s Legal Name and Date of Birth
 Birth Certificate
 Baptismal or Church Certificate
 Hospital Certificate
 Physician’s Certificate
 Previously Verified School Records
 State-Issued ID
Entering Students into RITS to Ensure Timely Case Review and to Minimize Duplicate SASIDS
Student Names
 Conduct a student search first! Chances are good that your student already has a SASID, even if
they are new to school. This is because many children are entered into the system as infants or
preschoolers.
 Use full legal names for all students, this includes the complete middle name whenever
possible.
 Please follow the name that appears on the student's legal document for entry into the RITS.
Please note that many Spanish surnames have both the father and mother’s surnames and both
should be shown as a surname. Please don’t use one surname as a middle name. This rule
applies to all last names where there are hyphenated or two last names. Please also note that
some foreign birth certificates may list a last name first.
 Use “NMN” in the middle name field if the birth certificate states there is no legal middle name.
 Only use letters and common punctuation in the name fields. The only acceptable punctuation
is a - dash, a space, and an ' apostrophe.
 Use spaces to separate multiple names except when hyphenation is used on legal
documentation. The RITS Matching Engine treats a hyphen as a different character and could
miss a match on a name that uses a space instead. Also, be aware hyphenated names are
frequently reversed.
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 If a student's name ends with 'Junior', please enter it in the last name field with the last name
first, then a space, then Jr without a period. For example: Doe Jr
 Don't use nicknames, like "Johnny" for John, as these are variables and hard to track.
 Use Roman numerals to indicate generation number. For example: Doe III

Dates of Birth
 Always check legal documentation for the correct birth date. Be aware that many foreign birth
certificates and other foreign legal documents have the month and day reversed from U.S.
formats. For example: a foreign birth certificate/legal document might read 01/07/2014 for
July 1, 2014.
 Be careful not to use the birth certificate issue date instead of the date of birth.
 Enter the date of birth as MM/DD/YYYY, including the back slashes between month/day and
day/year.
 Check to make sure that the Date of Birth for your record entry makes sense with the Grade
chosen.
Student Rights to Attend School Regardless of Citizenship Status
In Plyler v. Doe [ 457 U.S. 202 (1982)] the United States Supreme Court ruled that children and young
adults who are not legally admitted to the United States have the same right to attend public primary
and secondary schools as do U.S. citizens and permanent residents.
As a result of the Plyler ruling, public schools may not:
 Deny admission to a student during initial enrollment or at any other time on the basis of
citizenship status.
 Treat a student disparately to determine residency.
 Engage in any practices to “chill” the right of access to school.
 Require students or parents to disclose or document their immigration status.
 Make inquiries of students or parents that may expose their citizenship status.
 Require social security numbers from all students.
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