
 

 

 

 

 

 

        

ENTITY ADDITION FORM 

100 North First Street 
Springfield, Illinois 62777-0001 

DATA STRATEGIES AND ANALYTICS DEPARTMENT 

DIRECTIONS: Use this form to open or add an entity operated by a public school district. Before completing the form, refer to the 
ISBE Data Collections Key Dates webpage for the deadline to submit major Entity Profile System (EPS) changes for the upcoming 
school year. Requests submitted after the deadline will be considered on a case-by-case basis. 

Complete all fields electronically. The last page of this document is for ISBE use only. 

After completing the form, email it to EPSChange@isbe.net. Please allow for at least two weeks to process each major EPS 
change request. 

If you have questions, review the documentation posted on the ISBE EPS webpage. Questions about the submission process, 
including which form(s) are needed, can be directed to the EPS team at 312-814-9192 or EPSChange@isbe.net. 

School Addition 

EFFECTIVE DATE CHANGE SCHOOL YEAR CHANGE WILL BE IMPLEMENTED (e.g. SY 2025-26) 

DISTRICT NAME DISTRICT RCDTS CODE 

New RCDTS Code 

ENTITY NAME (max 58 characters) SHORT ENTITY NAME (max 33 characters) 

IS THE ENTITY A NEW HOME ENTITY OR SERVING- ONLY ENTITY?* 

Home entity Serving-only entity 

IS THIS A STANDALONE SPECIAL EDUCATION ENTITY? 

Yes  No 

THE ENTITY WILL BE A(N): 

Early Childhood School (B-3, pre-K) Elementary School Junior High/Middle School High School 

GRADE LEVELS SERVED ADMINISTRATOR NAME ADMINISTRATOR EMAIL 

PHONE NUMBER (include Area Code) FAX NUMBER (include Area Code) 

ADDRESS (Include Street, City, State, and ZIP Code) 

* A home entity is the entity a student attends or would attend if not placed/transferred to another school/program to receive needed services. 

Explain which entities’ attendance will be affected and how for each grade added to the entity: 
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List the reasons for implementing the change(s): 

ISBE Use Only 
Due Dates 

DATE ADDED TO NEEDS APPROVAL FOLDER DATE SENT TO MAJOR CHANGE TEAM APPROVAL DUE DATE 

DECISION SIGNATURE DATE 

Accountability Representative APPROVE DISAPPROVE 

School and District 
Improvement Representative APPROVE DISAPPROVE 

EPS Team APPROVE DISAPPROVE 

Title Representative APPROVE DISAPPROVE 

Reasoning for Disapproval 
NAME DATE REASON 

NEW RCDTS CODE 

ISBE 87-11 (5/26) PAGE 2 OF 2 





Accessibility Report





		Filename: 

		87-11 5-14-2026 draft 1.pdf









		Report created by: 

		Ryan Scott McCullar, Principal Consultant (Graphic Designer), rmcculla@isbe.net



		Organization: 

		ISBE, IT







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

	EFFECTIVE DATE CHANGE: 
	SCHOOL YEAR CHANGE WILL BE IMPLEMENTED eg SY 202526: 
	DISTRICT NAME: 
	DISTRICT RCDTS CODE: 
	ENTITY NAME max 58 characters: 
	SHORT ENTITY NAME max 33 characters: 
	Home entity: Off
	Servingonly entity: Off
	IS THIS A STANDALONE SPECIAL EDUCATION ENTITY: Off
	Early Childhood School B3 preK: Off
	Elementary School: Off
	Junior HighMiddle School: Off
	High School: Off
	GRADE LEVELS SERVED: 
	ADMINISTRATOR NAME: 
	ADMINISTRATOR EMAIL: 
	PHONE NUMBER include Area Code: 
	FAX NUMBER include Area Code: 
	ADDRESS Include Street City State and ZIP Code: 
	Explain which entities attendance will be affected and how for each grade added to the entity: 
	List the reasons for implementing the changes: 
	DATE ADDED TO NEEDS APPROVAL FOLDER: 
	DATE SENT TO MAJOR CHANGE TEAM: 
	APPROVAL DUE DATE: 
	APPROVE: Off
	DISAPPROVE: Off
	SigDate1: 
	APPROVE_2: Off
	DISAPPROVE_2: Off
	SigDate2: 
	APPROVE_3: Off
	DISAPPROVE_3: Off
	SigDate3: 
	APPROVE_4: Off
	DISAPPROVE_4: Off
	SigDate4: 
	NAME: 
	DATE: 
	REASON: 
	NEW RCDTS CODERow1: 
	Print: 
	Reset: 


