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           COLDSTREAM PRIMARY SCHOOL
          ENROLMENT POLICY
Rationale:  
All children of school age are entitled to receive an education and to be accepted within their neighbourhood government school. 

All school age students have a legislative right to enrol at their designated neighbourhood school (section 2.2.13 of department guidelines) and may be enrolled at another school subject to sufficient accommodation (section 2.2.14 of department guidelines)
Aims: 

As a school within the Victorian public school sector, our school will comply with all government and department enrolment requirements including determining designated neighbourhood school areas and zones. 
 It will be an inclusive school and it will provide programs for all enrolees.

The school will take account of all requirements of laws relating to Childsafe, discrimination, equal opportunity, privacy and immunisation.

Implementation: 
At initial enrolment, a Victorian Student Number (VSN) will be allocated to a student in the name certified in admission documents. When students transfer between schools, the subsequent enrolment is in the name attached to the VSN, unless new legal documentation with an amended name is provided. To enroll eligible students, who are new to the Victorian government education system, Enrolment forms are available on the school website and at the office. 

Parents must provide -  
· date of birth (evidence – such as a birth certificate, passport)
· names and addresses of the student and enrolling parent or guardian
· details of medical and other conditions that may require special consideration
· emergency telephone numbers, including a nominated doctor
· Immunization History Statement, even if they have not been immunised – (The school keeps a copy of all certificates so that, in the event of a disease outbreak, children who have not been immunised can be identified quickly and sent home until the risk of infection has passed as outlined by the Department of Health and Human Services (DHHS) School exclusion guidelines).
· the name of the previous school and the student’s current year level, where students transfer from another school.
· any custody/ court orders involving the child.
· If applicable asthma and anaphylaxis plans must be provided on enrolment and updated at least each year by the child’s medical practitioner?
· All documentation will remain private and secured safely as per the Coldstream Privacy Policy and Enrolment Privacy Policy. 
Other Considerations:
· International students will be enrolled in a manner consistent with the guidelines for enrolment of international students of the DET.
· Copies of sighted documents will be kept, this includes: birth certificate, an immunisation status certificate, completed enrolment form and custody/ court order, Australian citizenship certificate (if applicable).
· Student details and movements in enrolment history will be maintained.
· Network Protocols will be adhered to. See appendix
· All information will be confidential and managed in accordance with: 
·   the Department’s Privacy Policy
·   Victorian privacy laws.
Immunisation History Statement (Obtained from the Immunization Statement Register) is now a legal requirement to enrol a student in Victoria.

If birth certificates and Immunisation History Statement are not provided, only a “conditional                               enrolment” can be accepted until provided.
COmmunication

This policy will be communicated to our school community in the following ways:

· Available publicly on our school’s website 
· Made available in hard copy from general office upon request
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APPENDIX

Transfer of Enrolment Protocol

Lilydale District Network

Approved April 2017
There is an understanding that every school should be able to make provision for all children in the local area and not restrict entry to eligible students or force students to transfer or withdraw from school; except when the student is expelled.
When a school is approached by the family of a student enrolled in a Lilydale District Network school the Principal should:

· Ask families where the student is currently enrolled at the time of making appointments for potential enquiries.

· Contact the principal of the Network school before an interview takes place and informs him/her that such an interview or tour may take place with this specific student’s family.

· Inform the parent that it is a protocol in the Lilydale District Network for the current school to be informed of an enrolment approach

· Inform the parent that they should discuss the reason for considering the transfer with the principal of their current school in order that any unresolved issues can be addressed. 

· Not make any criticism of other network schools when an interview/tour does take place

· Be aware that unless the new school is the student’s closest school, a school is not required to accept a transferred student during the semester. Transfers generally take place at the change of semester. Discretion can of course be exercised in this matter.

It is understood that schools will show prospective families the strong points of their programs and facilities during enrolment tours.

It is recommended that these protocols apply to students from Upper Yarra SC & Healesville HS. They may also apply to primary schools near the border of neighbouring networks where feasible.


