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1.0 What are Grid Codes 

Grid Codes are numbers used to identify a range of addresses within a city, town, province, 
territory, or county.  They can be broken down into towns (for regional districts), neighborhoods 
and sections of a town, individual streets, or portions of a street.  Each grid code can define the 
street name, house numbers, the direction of a street, and many other custom requirements. 

1.1 Why should I use Grid Codes 

There are many reasons your Board may want to use Grid codes.  The most common is to track 
which streets and houses in those streets are designated to go to which schools during a 
student's education years. 

Another reason may be to track how each student gets transported to and from each building.  
For example, is the student a walker or a bus student?  Does the student have to pay for a bus 
or is it provided by the board?  Is there a safety concern that requires bussing for a street or 
neighborhood? 

Grid codes are also good for the safety and security of the Board.  During registration and by 
running a report you can see which students live at an address outside the grid codes that could 
mean they belong to another Board.  You can see if a student is enrolled at a program in a 
building that is not their home school.  Notes can also be added to explain any approved 
discrepancies. 
 

1.2 Numbering Scheme 

The numbering scheme for grid codes all depends on how you are setting them up.  If you are 
using a neighborhood approach you go can with a different number based on how many 
neighborhoods are in the town.  If your town has 12 neighborhoods you could number them 1-
12.  For example the Strathmore neighborhood of town is in Grid Code 1 while the Marc Woods 
neighborhood of town would be in group 6. 

For sections of town this would look similar to map that has a grid printed upon it.  For example 
all the streets in the top left hand corner of town would have a grid code of A1 while the bottom 
right hand corner of town would be F9.  Any streets that cross into multiple grids would be 
broken down by house number to determine which grid they belong in. 

Another option would be to list all your streets in Alphabetical Order and break them down 
based upon which school(s) they attend.  With this method you would want to figure out how 
many streets you have and figure out how long the number needs to be.  An is example is a 5 
digit number with space left between numbers for future streets created by new construction.  
The first two digits would represent the letter that the street name begins with.  For Example 
Aberdeen Road begins with an “A” so the first two numbers would be 01 while Matawan Avenue 
would begin with a 13. The next three numbers would represent the streets in the alphabetical 
list.  if Aberdeen Road was first on the list it would be 01100.  Now if Aberdeen Road needs to 
be broken down further because it goes to multiple elementary schools then House numbers 1-
86 would have a grid code of 01100 (because they attend Ravine Drive Elementary School) 
while House numbers 88-220 would have a grid code of 01105 (because they attend Lloyd 
Road Elementary School).  Leaving 4 numbers in between grid codes leaves you room for 
future streets or future redistricting without have to renumber all the grid codes. 
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1.3 Addresses 

In order to maintain consistency and for the project to be a success certain Policies & 
Procedures need to be created by the Board.  While everyone in the Board will not have access 
to add addresses to the Address table the ones who do should all be entering addresses in 
uniform.  This will keep others from entering data that is not clean and making more work for all.  
Some examples are: 

 When it comes to “Street Type” and the example is Atlantic Avenue which way will be 

the proper way to enter. 

o Avenue 

o Ave. 

o Ave 

o ave. 

o ave 

o Av. 

o Av 

o Av 

 “Street pre direction” and “Street post direction” need to be used consistently as well.  In 

the address 1600 Pennsylvania Avenue NW the Post Direction would be “NW”.  In the 

Address 1375 E Buena Vista Drive the Pre Direction would be “E”.  It needs to be 

predetermined if abbreviations will be allowed or if everyone must spell out the complete 

word.  Some examples are: 

o East or E 

o North West or NW 

 Addresses can either be entered manually or imported as a bundle. 
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2.0 Set-Up 

2.1 Clean Data & Standardized Addresses 

It is important to begin with clean data and to make sure all your addresses are standardized 
and consistent.  This will not only help your grid codes work properly but it will also help other 
areas such as Parent Portal, Student Portal, Contact connections, Family connections, and 
many other areas as well. 

What is clean data? Clean data means there is only one Person record for each student, 
contact, teacher, and/or staff member.  To clean up your data you may need to merge records 
of duplicate records.  To learn how to do this make sure to check out the help documentation on 
merging records.  Note that this can only and should only be done by a few select people in the 
Board.  Proper training and policies should be established on how and when to merge records. 

Standardized addresses simply means you format each address in a predetermined 
standardized way.  For example if you have an address of 450 Atlantic Avenue as a standard 
address you will not want data entry staff entering “Ave.” or :Ave” or “ave”.  Policy should dictate 
if you spell the entire word out or do you abbreviate.  If you abbreviate do you use a period or no 
period.  Once your policy is determined it is a good idea to have a complete list of each street 
type.  All street address will need to be split up into the format listed below.  Each part of the 
address needs to be consistent across all the addresses in order to keep your data clean. 

 

1. The “Grid code” is the number you have assigned to identify the street as a 

whole or portion of a street. 

2. “Street pre direction” should only be used if there is a direction before the street 

name.  For example “North Bay Street” the “North” would be the pre direction.  

This could be identified as “North” or even “N”. 

3. “Street type” in “North Bay Street” would be “Bay”.  This is the main name of the 

street. 

4. “Street type” in “North Bay Street” would be “Street”.  This could be identified as 

“Street” or “St.” 

5. “Street post direction” in “Maple Court East” the post direction would be “East”. 
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6. The “Postal code” would refer to your code that represents the Postal District, 

Forward Sortation Area and the Local Delivery Unit such as K1A0B1. 

7. “First street number” represents what house this grid code starts with on the 

street.  If Aberdeen Road has house numbers 1-123 but because this street 

attends two different Elementary Schools the street is split up into 1-86 going to 

Ravine Drive and 88-123 going to Lloyd Road.  This number would be either 1 or 

88.  If you noticed there is no 87 Aberdeen Road so we skip that number in order 

to prevent someone from registering at a fake or business address. 

8. “Last street number” represents what house this grid code ends with on the 

street.  If Aberdeen Road has house numbers 1-123 but because this street 

attends two different Elementary Schools the street is split up into 1-86 going to 

Ravine Drive and 88-123 going to Lloyd Road.  This number would be either 86 

or 123.  If you noticed there is no 87 Aberdeen Road so we skip that number in 

order to prevent someone from registering at a fake or business address. 

9. “Street side” options are either None, Even or Odd.  None would be the default if 

you want all the number listed ie: 1-86 to fall under this grid code.  If I were to 

pick “Even” and put 1-86 then only the even numbers in that range will apply.  

The same goes for “Odd” numbers as well. 

 

2.2 Define Grid Codes 

Now that you have your grid codes figured out and policies in place it is time to set them up in 
the system.  To define your grid codes you will want to do the following. 

 

1. Log into the Board View  

2. Click on the Board Top Tab 

3. Click on the Grid Codes Side Tab 

4. Click the options drop down menu 

5. Select the Add button  
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6. Enter the information in the fields and make sure to hit the save button once all the 

information is added and before moving onto the next grid code. 
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2.3 Associate a Grid Code with Schools 

Now that you have all your grid codes entered into the Board View> Board Top Tab>  

Grid Code Side Tab you are now able to assign the schools that each home will attend. 

 

 

1. Click into the grid code that you want to enter the schools that they will attend. 

 

 
2. Under the Grid Code side tab click on the Schools leaf. 
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3. Click on the Options menu and choose Add from the drop down list. 

 

 
4. Next to the Name box click on the magnifying glass. 
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5. From the pop-up screen click on the drop down menu to search for the page that your 

school is located.  Note that the listed school is the first school on that page in 

alphabetical order.  I am looking for a school whose name begins with “Pra” which would 

fall in between “Mid” and “Tol”. 

 

 
6. Once you find the school you are looking for select the radial button for that school and 

then click “OK”. 
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7. Now the school you selected will show up in the Name box.  If this is the wrong school 

simply click the red “X” and repeat steps 4-6.  If this is the correct school the click the 

save button. 

 

 
8. Now you are back on the Grid code side tab> Schools leaf.  You can now see the school 

you assigned to this group of houses.  To add another school simply repeat steps 2-7 as 

many times as needed to make sure all schools that should be assigned to this grid code 

are assigned. 

 

 
9. Once you add all the schools they will appear here in the list. 
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3.0 Reports 

3.1 Neighborhood School Variance Report 

The Neighborhood School Variance report will provide you with a list of students who are 
enrolled in a school that is different from the neighborhood school assigned to their grid code.  
The report will provide you with the following information. 

 Name 

 Grade 

 Address 

 Current School 

 Grid code 

 Neighborhood School assigned to their grid code 

 Reason for why they are not attending their assigned school 

 

 


