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ST PATRICK'S PRIMARY SCHOOL
  

Enrolment Policy
  

 
Policy Background

  
The enrolment of children into St Patrick's Primary School must be efficient
and enable planning for the provision of resources. The process should assist
both the families and the School to determine whether enrolment at St
Patrick's Primary School is appropriate. Catholic education is intrinsic to the
mission of the Catholic Church and is one way in which the Church fulfils its
role in assisting people to discover and embrace the fullness of life in Christ.
The priority of a Catholic school is to provide Catholic education for Catholic
children.

  
St Patrick Primary School's Policy

  
St Patrick's Primary School is committed to the Catholic mission of providing
a Catholic education to those families that want a Catholic education for their
children.

  
It is our policy that:

 St Patrick's Primary School has an appropriate enrolment process both for
children starting their primary education and those transferring from
other institutions; and
There is an open and transparent process for the School, families and
children alike.

 
Definitions

  
Catholic System

  
all Catholic schools in the Archdiocese of
Melbourne, parish priests, canonical
administrators and religious orders, together
with Catholic Education Melbourne.

  
Families

  
collective term for any home arrangement
established to care for and rear children,
regardless of its makeup.

  
Parent

  
collective term for any adult with parental
responsibility and guardianship of a child.

  
Parish

  
the Parish of St Patrick’s Kilmore, Victoria.

  
 

Provisions
 School Vision Statement

  
The School’s Vision Statement is as follows:

  
St Patrick’s is a welcoming Catholic learning community.

 We commit to being a school where staff, students and families have
an opportunity to flourish in an inclusive relational environment.

 We believe in developing active and curious learners.
 We aspire to be compassionate and responsive to the needs of all.

  
Families wishing their child to attend St Patrick's, must embrace and support
this vision.

  
General

  
School’s discretion

 The School shall exercise its discretion in determining whether to make an
offer of enrolment. Enrolment decisions shall be based on a range of
information and factors and will be determined on a case-by-case basis. Each
application shall be judged on its merits, taking individual circumstances,
finances and practical implications into account, as well as:

 Physical numbers of currently enrolled students;
Resources available to cate for the educational needs of students; and
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Willingness of the student and the student’s family (where applicable) to
comply with the School’s policies and procedures.

 
School’s right of withdrawal of offer

 An offer of enrolment may be withdrawn, regardless of those conditions
outlined above, is situations where:

 Relevant information is withheld or information provided is found to be
inaccurate (refer to "Provision of Accurate Information" below for further
information); or
There is a significant change in the circumstances of a family and/or
student which cannot be reasonably accommodated by the School. In
these circumstances, all due consultation will take place with the student
and family involved.

 
Continuous Enrolment

 Once a student has commenced at the School, their enrolment is continuous
through to Year 6, unless the student is formally withdrawn.

  
Selection Criteria

  
Enrolment Procedure

 The enrolment procedure can be found in Annexure One to this Policy.
  

Enrolment applications are considered at any time, but prep enrolments for
the next calendar year are preferred before the end of May in the year prior
to the proposed commencement. Outside of this, offers are made on a
places-available basis.

  
All applicants must submit the Enrolment Application form fully signed and
completed. Enrolment Applications will only be recorded on the waiting list if
the applicant has correctly submitted the Enrolment Application form to the
School. 

  
Enrolment priorities

 Priority for enrolment at our School is given to Catholic children who are:
 Siblings of children already enrolled in the School;

Siblings of children enrolled at Assumption College, Kilmore who
previously attended St Patrick's Primary School;
Baptised Catholic, or have a parent who is baptised Catholic;
Transferring from another Catholic school.

however enrolments are also invited for children from non-Catholic families. 
 
The child should be a resident in the Parish and within the catchment zone
for our School in Kilmore. 

  
Parents, as the prime educators of their children in faith, must demonstrate a
commitment to upholding the teachings of the Catholic Church in practical
ways and agree to support our School in all aspects of the total education of
their child.

  
Other circumstances may be considered and the Parish Priest is the final
authority in accepting the enrolment application.

  
Enrolment considerations

 The School will:
 Not normally consider a re-enrolment of a student who has previously

concluded their enrolment at the School because of dissatisfaction on the
part of the student, parents or School.
Not normally consider a family with unresolved financial matters with
another Catholic school or institution until those matters have been
resolved to the satisfaction of that other Catholic school or institution.
Only accept an overseas student who is not an Australian citizen once all
Australian government requirements have been satisfied, prerequisite
minimum English language standards have been formally verified and the
full year’s fees have been received by the School.
Reserve the right to refuse an application or remove an application from
the waiting list if there are reasonable grounds for doing so.

 
Catchment Zone

  
Families who live in the Kilmore, Kilmore East, Bylands, Broadford, Pyalong,
Wandong and Heathcote Junction areas are zoned for enrolment at the
School. Those who reside outside of this area should seek enrolment in their
local Catholic school.

  
Specific Yearly Prep Enrolment Process

  
Expression of Interest Form

 The expression of interest process is the first step in the enrolment process.
It indicates a family’s interest in enrolling in the School, but it is not an actual
request by the family for enrolment, or an offer from the School of
enrolment.

  
Any family wishing to enrol their child into our School for the start of Prep
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should contact the School and request an expression of interest form. This
form must be completed prior to an enrolment pack being provided.

  
Enrolment Pack

 Enrolment Form
 Once a family makes the decision to request to enrol their child at the

School, the enrolment form must be completed and returned to the School as
the formal request for enrolment.

  
Supporting Documentation

 In addition to the enrolment form, the following supporting documentation
must be provided:

 Birth certificate;
Immunisation certificate;
Baptism certificate (where applicable); and
Any additional specialist reports (where applicable).

 
School Tours

 Each year our School will conduct tours of the School for families interested
in sending their child to our School in the following year. The School will
notify families of the dates, times and how to book a school tour as part of
the enrolment advertising.

  
Information Night

 All families interested in sending their child to our School must attend a prep
information night, which will be held at the School. Children are always
welcome to attend as well, however it is not a requirement.

  
The information night is a compulsory aspect of the enrolment process and
will provide key information including dates and booking details for the
current enrolment year.

  
Transition Conversations

 All families must attend a transition conversation, (enrolment interview).
These conversations are used to discuss how the School can best support the
child and family with the transition to school. The conversations are not
about a child’s “readiness” for school, and any queries about a child’s
readiness should be directed to the kindergarten teacher.

  
Letters of Offer

 Currently, our School has three prep classes, each with a maximum of 26
students, for a total of 78 enrolments each year. Our School may need to
make decisions about whether or not to enrol a child at our School giving
consideration to the number of enrolment applications, a family’s decision on
readiness for school and other factors.

  
Once those decisions are made, letters are sent to all families that applied for
an enrolment. The letters will take one of the following forms:

 Accepted
 A letter of acceptance is an unconditional offer of a place in prep for the

following year.
  

Accepted subject to readiness decision
 A letter of acceptance subject to a readiness decision is an offer of a place in

prep for the following year, but it is subject to the child being ready for school
as determined by the family in partnership with the kindergarten and the
School, and may include recommendations to attend additional transition
sessions and take part in follow up meetings with the kindergarten and/or
the School.

  
If a family decides that the child is not ready to start prep in the following
year, the School shall support the family’s decision by keeping that enrolment
offer open for the subsequent year.

  
Waiting List

 In the event that there are enrolment requests in excess of 78, our School
will not be able to offer every child an enrolment at our School. In that event,
some children will need to be placed on a waiting list and a letter to that
effect will be sent to those families. 
 
In the event that a place becomes available, the child at the top of the
waiting list will be offered that enrolment place.

  
Accceptance

 Any letter of offer that offers an acceptance or acceptance subject to a
readiness decision, will contain an Enrolment Application Acceptance Form
that must be completed by the family and returned as soon as possible after
receipt. An enrolment is not confirmed until such time as the completed
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Enrolment Application Acceptance Form is received by the School.
  

Enrolments by way of transfer
  

When a family wishes to transfer their child from another school (State,
Catholic or independent) to our School, the family should make contact with
our School directly for an expression of interest and enrolment pack. Once
completed, the family can make arrangements for an individual school tour
and interview with the Principal. Once a decision to transfer to our School is
made, in addition to the standard supporting documents, a copy of the last
two school reports will also be required.

  
Transition Program

  
Prep Transition

 Our School will conduct a transition program for all of the children that are
enrolled into the School for the following year. The transition program will
consist of sessions for the children in the prep classrooms to help their
transition from kinder to school. Whilst those transition sessions are taking
place for the children, family information sessions will be provided for the
families of those children starting prep. Those information sessions will
provide the necessary information that both existing and new families require
to make a transition to our School successful.

  
Years 1 to 6 Transition

 For students commencing an enrolment at the beginning of a year calendar
year, the child will be invited to take part in the School transition day, which
will occur towards the end of Term 4 of the year before.

  
For students commencing an enrolment during the calendar year, they are
invited to arrange an individual school tour and to meet with the class
teacher prior to commencement.

  
Privacy

  
Our School takes its responsibility of protection of privacy seriously. A copy of
the School’s Privacy Policy and Standard Collection Notice can also be
found on the School’s website.

  
School Fees and other costs and

allowances
 

School Fees
 School fees must be set in strict adherence to the Guidelines sent to our

School annually by the Catholic Education Office of Victoria. School fees are
published on the School website annually.

  
Uniform

 Our School has a uniform policy and families and children are expected to
adhere to this policy. The Student Uniform and Grooming Policy can also
be found on the School’s website.

  
Travel Allowance

 The Conveyance Allowance for bus and car travel is available to any child
living at least 4.8kms away from the school. Please contact our School for
more information about the conveyance allowance. For all enquiries about
the school bus service, please refer to the Bus Service page on our website.

  
Camps, Sports and Excursion Fund

 The CSEF is available to families that hold a current Health Care Card (HCC).
Any family that holds a HCC should be encouraged to apply for the CSEF to
offset school fees.

  
Enrolment under minimum school entry

age
 

The minimum starting age for a child to be enrolled in a Victorian school is
four year and eight months, ie a child must turn five by 30 April in the year
of starting school. Our School will make an in-house assessment of a child’s
readiness for school when considering the enrolment of a child under the
minimum age, but in principle our School does not support it.

  
In the rare situation where:

 A parent seeks enrolment of a child under the minimum starting age; and
The Principal supports the enrolment of that child at the School if
approval were granted,

the approval of the Director of Catholic Education is required before
enrolment under the minimum starting age can occur. Approval for early age
enrolment will only be granted in exceptional circumstances.

  
Children with additional needs requiring

reasonable adjustment
 

Nature of need and assistance
 Our School welcomes parents who wish to enrol a child with additional needs

and will make reasonable adjustments in accordance with the Disability
Discrimination Act 1992, to support a child to engage in the school
curriculum, provided that an understanding has been reached between the
School and the parents prior to enrolment regarding:

 The nature of any diagnosed or imputed medical condition/disability, or
any other circumstances that are relevant to the child’s additional
learning needs (for example, giftedness or an experience of trauma);

https://stpatrickskilmore.cspace.net.au/PrivacyPolicy
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The nature of any additional assistance that is deemed appropriate to be
provided to the child (for example, medical or specialist equipment,
specialist referrals, specific welfare support, adjustments and
modifications to the classroom environment or curriculum, aide
assistance, personalised learning programs, behaviour support plans or
other educational interventions as may be relevant);
The individual physical, functional, emotional or educational goals that
are appropriate to the child, and how the parents and the School will
work in partnership to achieve these goals; and
Any limitations on our School’s ability to provide the additional assistance
requested.

 
In order to achieve that understanding, the School will take into account the
above information as well as:

 Information provided by, or on behalf of, the student about how their
additional needs affects the student’s ability to participate;
Views of the student, or an associate of the student, about whether a
proposed adjustment is reasonable and will enable the student with the
additional need to access and participate in education on the same basis
as students without additional need;
Information provided by, or on behalf of, the student about his or her
preferred adjustments;
The effect of the proposed adjustment on the student, including the
student’s ability to participate in class and achieve learning outcomes and
independence;
The effect of the proposed adjustment on anyone else affected, including
the School, staff and other students; and
The costs and benefits of making the adjustment.

 
Documentary information

 The Principal may require the parents to provide medical, psychological or
other reports from external specialists, and/or require an independent
assessment of the student to enable the Principal to determine what
adjustments are necessary and whether they are reasonable (having regard
to the criteria above for determining reasonable adjustments).

  
Adjustments and unjustifiable hardship

 If reasonable adjustments are necessary to enable a student to enrol in or
participate at the School, the School will make those adjustments to the
extent that they do not involve unjustifiable hardship. In determining
whether an unjustifiable hardship would be imposed on the School, the
Principal will take into account the relevant circumstances of the case
including the nature of the benefit or detriment likely to accrue or be suffered
by any persons concerned (such as other students, staff, the School
community, the student and the family of the student). This includes (without
limitation):

 Costs resulting from the student’s participation in the learning
environment, including any adverse impact on learning and social
outcomes for the student, other students and teachers; and
Benefits deriving from the student’s participation in the learning
environment, including positive learning and social outcomes for the
student, other students and teachers; and
The effect of the Disability of the student; and
The School’s financial circumstances and the estimated amount of
expenditure required to be made by the School Community - including
costs associated with additional staffing and the provision of special
resources or modification of the curriculum; and
The impact of the adjustments on the School’s capacity to provide
education of high quality to all students while remaining financially
viable; and
The availability of financial and other assistance to the School (such as
financial incentives, subsidies or grants available to the School as a result
of the student’s participation); and
The nature of the student’s additional needs, his or her preferred
adjustment, any adjustments that have been provided previously and any
recommended or alternative adjustments.

 
The Principal will discuss with the student and their family (as appropriate)
the concerns that it has regarding any proposed adjustment that would cause
unjustifiable hardship to the School. If the Principal is satisfied that it has
sufficiently consulted the student and their parents (as appropriate), and
adjustments required are not reasonable, or would cause unjustifiable
hardship, the School may decide to decline to offer the student a position or
may defer the offer.

  
Enrolment process

 The process for enrolling a child with additional needs is otherwise the same
as for enrolling any child.
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Changes in need or assistance

 As every child’s educational needs can change over time, it will often be
necessary for our School to review any additional assistance that is being
provided to the child, in consultation with parents and the child’s treating
medical/allied health professionals, in order to assess:

 Whether the additional assistance remains necessary and/or appropriate
to the child’s needs;
Whether the additional assistance is having the anticipated positive effect
on the child’s individual physical, functional, emotional or educational
goals; and
Whether it remains within our School’s ability to continue to provide the
additional assistance, given any limitations that may exist.

 
Acceptable behaviour

 
Our School is a community that exemplifies the gospel values of love,
forgiveness, justice and truth where everyone is respected and has the right
to be respected, feel safe and be safe. By enrolling a child in our School, the
family and the child should understand these rights and acknowledge their
obligation to behave responsibly.

  
As previously stated, our School has a Uniform Policy which prescribes
standards of dress and appearance for the students of the School. As a
condition of a child’s enrolment, parents are expected to support this Policy
and ensure their child upholds the prescribed standards of dress and
appearance.

  
Unacceptable behaviour by a child, or a parent, that in the School’s view is
unacceptable and damaging to the partnership between parent and the
School, will be addressed by the School and may adversely affect the
ongoing enrolment of the child.

  
Conformity with principles of the Catholic

faith
 

As a provider of Catholic education, our School principal will take into account
the need for the School community to represent and conform to the
doctrines, beliefs and principles of the Catholic faith when making decisions
regarding matters of school administration, including enrolment.

  
Children and families who are members of other faiths are warmly welcomed
at our School. However, our School reserves its right to exercise its
administrative discretion in appropriate circumstances where it is necessary
to do so to avoid injury to the religious sensitivities of the Catholic school
community.

  
Provision of accurate information

 
Our school needs to be made aware of a child’s individual circumstances
insofar as these may impact upon their physical, functional, emotional or
educational needs, particularly where our school is required to provide
additional support to the child.

  
Accurate information

 Parents must provide accurate information when completing an enrolment
form and supply the School prior to enrolment any additional information as
may be requested, including copies of documents such as medical or
specialists reports (relevant to a child’s schooling), reports from previous
schools, court orders or parenting agreements. Provision of requested
documentation is regarded as a condition of enrolment and enrolment may
be refused where a parent has unreasonably refused to provide the
requested information or has knowingly withheld relevant information from
the School.

  
New information

 During the course of enrolment, where new information becomes available
that is material to the child’s educational, safety and/or wellbeing needs, it is
a term of the child’s continuing enrolment that such information is provided
to the school promptly.

  
Residential address

 The provision of an inaccurate residential address, or failure to provide an
updated residential address for the child will be treated as a breach of the
terms of enrolment.

  
Child Safety

 
Our School takes child safety very seriously and complies with all legislative
requirements in this regard. Our School’s child safe policies can be found on
the School’s website.

  
Complaints and Concerns

 
Should a parent have a complaint or concern about the enrolment process,
that parent should read the School’s Complaints and Concerns Policy
which can also be found on the School’s website and follow the procedure

https://stpatrickskilmore.cspace.net.au/ComplaintsandConcernsPolicy


3/4/2019 Enrolment Policy

https://stpatrickskilmore.cspace.net.au/EnrolmentPolicy 7/7

contained therein.
  

Implementation
  

This policy is implemented through a combination of:
 Staff training;

Effective communication with prospective families;
Effective record keeping procedures;
Effective transition programs; and
Strong links between families and the School's Learning Diversity Leader.

 
Appendices

  
Appendix One - Enrolment Procedure Flowchart

 
Key Legislation and References

  
Education and Training Reform Act 2006

 Equal Opportunity Act 1996 
 Disability Discrimination Act 1992 (Cth)

  
Related Policies

  
Privacy Policy

 Child Protection and Safety Policy
  

Review Date
  

October 2022, or upon each change in legislation or reference document.
  

Responsible Officer
  

Transition Officer
  

Ratified by
  

School Principal and School Advisory Board
  

Commenced on
  

Policy last updated on: October 2018 (CompliSpace implementation)
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