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Rationale 
 
All children enrolling at TPS deserve a smooth transition that enables them to become part of our school with a 
minimum of disruption and maximum support. 
 
Purpose 
 
To ensure that TPS: 
 
• enrols eligible students. 
• maintains enrolment data. 
• maintains their custodial role. 
 
Guidelines 
 
To be considered for enrolment Parents/ Guardians of the student(s) enrolling at TPS must: 
 

- complete all enrolment forms. 
- provide the school with the child’s immunisation record. 
- provide a copy of any applicable visa if an international student. 

 
Before admitting a student schools must: 
 
• collect relevant admission information. 
• obtain a completed Department of Education and Training ‘Confidential Student Information Enrolment Form’ 
with details entered immediately on CASES21. 
• provide a privacy notice to the enrolling parent explaining the use to be made of admission information. 
• collect and record an immunisation status certificate. 
 
For admission, all applicants must be: 
 
• preparatory year children (first year students) must be 5 years of age by 30th April to be eligible for enrolment. 
• an Australian citizen, or a student with relevant specified visas, see: International Student Program DET 
webpage. 
• deemed eligible and approved for enrolment by the principal or relevant regional director (parents seeking 
early age entry for their children must make a written application to the Regional Director, South East Victoria Region, 
Department of Education and Training). 
• approved by the principal, where students are transferring from an interstate school to a Victorian government 
school, and on receipt of evidence (to their satisfaction) of previous enrolment and full time school attendance.  
Students wishing to enrol at our school from a neighbouring school will be able to do so on the condition that: 

- the principal of the previous school is in agreement with the transfer. 
- if there has been a change of address that places the student closer to our school than the previous school. 
- if the student seeking enrolment is from a non-government school.  

 
The principal or representative will contact principals of previous schools of all students seeking transfers to discuss 
the circumstances of the transfer, to seek a transfer note or an immunisation certificate (if enrolling), and to discuss 
any academic or behavioural matters. The principal has the authority to defer admission for one school day in order 
that enquiries of the previous school are carried out in the interests of the student. 
 
The school must: 
• provide preparatory, interstate and overseas students with a unique student identification number known as 
the ‘Victorian Student Number’ (VIN). 
 
 
 
 



 

English as an Additional Language 
EAL enrolments at TPS are completed by the office staff after consultation with the principal and EAL coordinator.  A 
record of the VISA type or number is made to ensure that the EAL student is eligible to access the Australian 
Education System.  A thorough investigation of the student’s prior educational history is also taken.  After consultation 
with the principal, the school office staff places the student into an appropriate year level classroom.  Leadership will 
inform the classroom teacher and EAL coordinator of any new EAL enrolments.  A socio-linguistic profile of the EAL 
student is taken by the classroom teacher. Sociolinguistic profiles are stored in the student files and tracked on the 
Compass student record system. 
A student with minimal English at enrolment is recommended to attend the Noble Park Language School.  
Parents/Guardians are provided with support on how to access Noble Park (Glen Huntly Campus). 
 
References 

Education and Training Reform Act 2006 

Privacy Act 

Public Health and Wellbeing Act 2008  

Public Health and Wellbeing Regulations 2009 
 
Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle. This policy was developed and ratified by 
School Council in August 2018. 


