
Chesterfield Elementary School 

Registration Guide 
 

 
 

Welcome to Our School! 

 

Enrolling in Chesterfield Elementary School is a simple, three step process:  

 

Step 1:  Obtain a Transfer Card and Immunization Records from Prior School 

Step 2:  Complete and Upload the Required Documents  

Step 3:  Complete the registration online 

 

All steps are explained in more detail on the following pages. 



 

STEP 1 – Obtain a Transfer Card 
 

When withdrawing from the previous school, their office should provide you with a signed Transfer Card 

and a copy of your child’s Immunization Records.  Please scan these documents and email them to 

mrsb@chesterfieldschool.com 

 

STEP 2 – Complete and Upload the Required Documents 

Prepare the required registration documents.  You will be required to upload ALL the required 
documents in Step 3.  If you do not have all documents, you will not be able to continue through the 
registration process. 

Please submit every document listed below. 
You should have a total of 11 documents submitted: 
  

- Copy of Birth Certificate 
- Copy of Deed or Lease Agreement 
- First Proof of Residency (such as utility bill, driver's license, etc.) 
- Second Proof of Residency (such as utility bill, driver's license, etc.) 
- Authorization to Release Student Records (PDF fillable form) 
- Bus Safety Contract (PDF fillable form) 
- Universal Child Health Record (Print and bring to your child's doctor for completion) 
- Immunization Records (from your child's doctor) 
- Health History Questionnaire (PDF fillable form) 
- Health Insurance Form (PDF fillable form) 
- Health Release Form (PDF fillable form) 

  
Optional Forms (if applicable, can be emailed to kreg@chesterfieldschool.com): 

- Medication Administration Form 
- Asthma Action Plan 
 
 ****You must have  ALL of the above forms before moving on to Step 3. You will not be able to 
complete the registration without all of the required documents**** 

 

 

 

 

 

 

 

 

https://www.chesterfieldschool.com/cms/lib/NJ01001270/Centricity/Domain/216/Authorization%20to%20Release%20Student%20Records%20PDF%20Fillable.pdf
https://www.chesterfieldschool.com/cms/lib/NJ01001270/Centricity/Domain/216/Bus%20Contract%20Fillable.pdf
https://www.chesterfieldschool.com/cms/lib/NJ01001270/Centricity/Domain/216/universalhealthformfillable.pdf
https://www.chesterfieldschool.com/cms/lib/NJ01001270/Centricity/Domain/216/UPDATED%20Health%20History%20Questionnaire%20Formfillable.pdf
https://www.chesterfieldschool.com/cms/lib/NJ01001270/Centricity/Domain/216/Insurance%20and%20physical%20exam%20info%20PDF%20fillable.pdf
https://www.chesterfieldschool.com/cms/lib/NJ01001270/Centricity/Domain/216/UPDATED%20Health%20Information%20Release%20Form%20PDF%20Fillable.pdf
https://www.chesterfieldschool.com/cms/lib/NJ01001270/Centricity/Domain/216/Medication%20Administration%20Form%20PDF%20Fillable.pdf
https://www.chesterfieldschool.com/cms/lib/NJ01001270/Centricity/Domain/216/Asthma%20Action%20Plan.pdf


STEP 3 – Complete the Registration Online 
To register online, please  click on the following link: 

https://genesis.genesisedu.com/chesterfield/openReg   

 

You can follow the guide on the following pages for step by step instructions. 

 

1.  After clicking the link, the following screen will appear: 

 
Click on the requested item to get started. 

 

2.  A “Register Students” screen will appear  that looks like this: 

 

https://genesis.genesisedu.com/chesterfield/openReg


Click the GREEN “Add Student” button 

 

3.  The following “Add Student” window will appear: 

 

Add ALL requested data.  It should look something like this: 

 
Click on the “Save Student button at the bottom of the screen. 

 



 

 
4.  After completing Step 3, the following screen will appear: 

 

If you are only registering one incoming student, click on the GREEN 

“Advance to Next Screen” button. 

 
If you are registering twins, triplets, etc., click on the GREEN “Add Another Student” button.  The 

following screen will appear: 

 
Fill out all requested data for the additional child and click the “Save Student” button at the 

bottom of the screen.  Repeat step 4. 



 

 

 

5.  After completing Step 4, the following screen will appear: 

 
Click on the GREEN “Add Primary Address and Primary Parent/Guardian button.  The following 

screen (Contacts and Addresses) will appear: 

 
Fill in all requested information.  Click on the “Save Primary Contact Information” button at the 

bottom of the screen.  

 

 

 

 

 

 

 

 

 



 

 

 

 

6. Once completed, the following screen will appear: 

 
From here, you can modify the primary parent/guardian, add additional parents/guardians, enter 

emergency contacts and enter other contacts. 

 

At a minimum, you should add one “Parent/Guardian”, one “Emergency 

Contact” and one “Additional Other Contact”. 

 

 

 

 

 

 

 

 

 

 

 



 

When you are done entering all contact info, click on the GREEN “advance to 

Next Screen” button. 

 
8. Documents 

At this point, you will be required to upload all the documents from Step 1.  You will not be able 

to continue to the next step unless you upload ALL the documents on this page. 

 

 

 
 

 



 

 

9.  Home Language Survey 

When finished with Step 8, the following screen will appear: 

 
Click the “Begin Survey” button and answer the questions as prompted.   

Once the survey is completed, the following screen will appear: 

 
Click the GREEN “Advance to Next Screen” button 

 

 

10.  When step 9 is complete, the following screen will appear: 



 
Verify and edit information as needed, then SCROLL DOWN.  You will see the following: 

 
Add your e-mail address to receive a confirmation e-mail and to submit the registration 

information.  When finished, click the GREEN “Submit Registration Information” button. 

 

A window similar to the following will appear: 



 
Click on the OK button 

Another window will appear: 

 
Click on the OK button again. 

 

The following screen will appear: 

 
Please save this for your records.  The Main Office will also receive a copy. 



11.  You will receive an email confirmation of your registration with an additional copy of the “Open 

Registration” Document from Step 8.  Please keep this email for your records. 

 

 

 

 

 

             

 


