
 

 
***Wait List applications cannot be renewed over the phone, in person, via 
email or by submitting a new application. You must login to the Online Wait 
List System and click the RENEW button…there are NO EXCEPTIONS*** 
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How Can I Login to the Online Wait List System? 
Ensure you are on the Online Wait List System, not on the Family Login (to login you 
should not be asked for an Alberta Student ID or an email address). If you are using 
Google Chrome or an Apple Device, try a different browser or computer. Follow the 
login instructions on the login page. You may need to try any cell phone numbers or 
old home phone numbers you have had in the past. If you still can’t login please email 
phoebe.greentree@ffca-calgary.com the EXACT id and password you are trying so 
that the issue can be identified. Your id and password will not be emailed to you. 

mailto:phoebe.greentree@ffca-calgary.com


 

How do I renew my application? 
Applications must be renewed online from the FFCA website. Click on 
Menu/Parents/Wait List, scroll down then click the Online Wait List System link. Enter 
your id and password then confirm your email address. Verify all the contact and 
personal information, updating any phones numbers and email addresses. To save 
the changes click on UPDATE. For house address changes, enter the new address in 
the “Email Student Services” area and click “Email”. Then click on the RENEW button 
(located to the right of the parent information). You will see a list of your children, the 
grade and year they are waiting for, then you’ll need to click RENEW again. 
Confirmation of your renewal will be sent by email instantly. If you do not receive it 
please see “How will I know if my application was renewed?” 

When do I renew the wait list application? 
Any day in October between Oct 1st and 31st.  

What is my username and password? 
Parents with a child on the wait list have a system generated ID and password. There 
is only one ID/password that is accessible by both parents. Generally, the account is 
made using the parent that was listed first on the application. An exception to that is 
when one parent has a hyphenated or really long last name, in that case, we would 
use the other parent’s name. If both last names are hyphenated, please put the last 
names together, without a space or hyphen, and do not capitalize the second part of 
the hyphenated name. 

Username:  
First initial of the first name of one parent whose name was entered first on the 
application, then full last name of the same parent (First two letter are uppercase, ex 
BSmith or BSmithkennedy).  

Password:  
Use the first initial of the parent (same as above) then first two letters of the same 
parent's last name, followed by the last four digits of the main phone number and then 
F for Father or M for Mother (First two letters and M or F are uppercase, ex 
BSm1234F).  

Why can’t I see my child’s rank? 
The ranks are unavailable during the renewal period in October. They will be visible to 
you on the first business day of November. You will be able to login anytime the rest of 
the year to see the most current rank. Lottery students will not have a rank.  

When I renew the application, is my original entry date affected? 
Original entry date remains the same if the application is renewed during the month of 
October. 



 

What happens if I don’t renew in the month of October? 
You can login and renew after the deadline, but your application date will reflect the 
date of the late renewal—in fairness to the thousands of people who DO renew on 
time, there are no exceptions to this policy. If your child was ranked, he/she will be 
moved to the lottery. If your child was in the lottery, he/she will not receive the first 
entry into the weighted lottery system. 

How will I know if my application was renewed? 
You should receive a confirmation by email. It is only sent to the email address you 
confirmed when you logged in. You can also log back into the system to see that the 
RENEW button is gone and a message that is located just above your children’s 
names reads “Your application has been renewed for 2018/2019”. 

I think I have renewed. What if I cannot see the message “Your 
application has been renewed for 2018/2019” on my account? 
Your application has not been renewed.  Log into the Online Wait List System, and 
click on the “RENEW” button located on the upper right hand side of the screen then 
follow the prompts. This will RENEW your application. 

I did not receive a confirmation by email. What should I do? 
Log back into the system and verify that you entered the correct email address. If 
there was an error in the email address, enter the correct information, and click on the 
UPDATE button to save the information. There should be a message that reads “Your 
application has been renewed for 2018/2019” and the RENEW button should be gone 
if you have renewed. 

Why is an email address required to renew? 
Email is how you will be notified when a spot becomes available for your child. We do 
not process applications or renew them without a valid email address. 

Can I submit a new application to renew? 
No. Renewals are done through the Online Wait List System only. A new application 
will create a new account for your child moving him/her to the lottery system. 

My child is showing in the wrong grade. What should I do? 
Send a note to update the grade for 2018/19 from the bottom right hand corner of the 
system and click Email Student Services. Please note that our age policy for 
kindergarten is that children must be 5 by September 30th in order to qualify. If your 
child has a birth day after our deadline, he/she is on the list according to our age 
policy regardless of what the Calgary Board of Education has listed for their entrance 
requirements. You can login in November to check for the update. 



 

What is your age policy for kindergarten? 
For the 18/19 and 19/20 academic years, children must be 5 by September 30th in 
order to be eligible to attend our kindergarten program. You may choose to have your 
child attend a program elsewhere the year prior. If so, you will need to let us know to 
move him/her to the grade 1 list AFTER you renew the application the year he/she has 
already started school. Alberta Education does not fund kindergarten twice. When 
moved to the grade 1 list, your child will be sorted on the new wait list according to 
his/her original application date. 

Can I change my personal and contact information? 
You can add/change/edit your own phone numbers. Double click on the area and 
enter the numbers. If you use only a cell phone, that number will be used as your 
home number. Click the UPDATE button and the system will save the information. For 
address changes, see below. You can login in November to check for the update. 

How do I change my address? 
If you are moving outside of the designated area of your current campus, you will need 
to provide one of the following documents: driver’s license, offer to purchase, offer to 
lease or a utility bill. Send an email along with a scanned copy of the required 
document and include the new address, both parent names, as well as the account 
phone number and the child’s name. Your address will be updated by FFCA and, if 
required, your designated campus will be changed. You can login in November to 
check for the update. 

How can I add another child to the wait list? 
Download the wait list application, fill it out, and mail to Central Office, along with a 
copy of the birth certificate and report card, if already in school. 

Why has my child’s rank increased? 
Siblings: always get first priority on the FFCA wait list. This usually happens in the 
spring when we register new students, but can occur at any time of the year.  
Moved: as people move from one quadrant to another within the city, their designated 
campus may change. After moving, children are sorted on the new wait list according 
to their original application date.  
Wrong Wait List: if we realize that a child is on the wrong wait list (due to their grade 
or address) we will move them to the correct wait list.  
Late Renewal: if you did not renew the application on time, your child’s application 
date will reflect the date of the late renewal. 
Grade 5 or grade 9 Wait List: there are two lists that merge together to create the 
grade 5 and grade 9 lists. We have two feeder elementary schools going to each 
middle school and two feeder middle schools going to the high school. Children will 
still be sorted by their original application date, but now there are twice as many of 
them. 



 

My child is on the Wait List to start Kindergarten next fall. What 
will happen next? 
In December or early January an email will come directly from the campus that will 
give you details regarding the January parent information night and assessments in 
February. Only a certain number of parents will receive that email due to the large 
numbers on our wait list. After that, registration takes place in February/March. 
Campuses are often still filling seats into September as last minute changes happen.  
 
How do I find out more information regarding the lottery system? 
PDF attached. 
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