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MHPS Enrolment Policy 

(Including School Specific Procedures) 
 

Help for non-English speakers 
 
If you need help to understand the information in this policy, please contact the office on      
03 9305 2033. 
 

PURPOSE 
To ensure Meadow Heights Primary School enrols eligible children, maintains enrolment data and discharges its 
custodial role. 
To ensure the school complies with DET enrolment policy and guidelines. 
To ensure a smooth transition which will enable newly enrolled students to become part of our school with a 
minimum of disruption and maximum support 
 
AIM 
For Meadow Heights Primary School to admit all children of school age if they reside within the strict Meadow 
Heights Primary School enrolment zone unless an approved alternative placement has been arranged. Schooling 
is compulsory for students aged from 6 – 17 years unless an exemption from attendance has been granted. 
 
GUIDELINES 
Before admitting a student Meadow Heights Primary School must: 

• Ascertain whether the student is located within the strict Meadow Heights Primary School 
enrolment zone 

• Collect relevant admission information 
• Obtain a completed enrolment form 
• Provide a privacy notice to the enrolling parent explaining the use to be made of admission 

information. For  
• sample notices see: Privacy within Department resources 
• Collect and record an immunisation status certificate – primary students 

IMPLEMENTATION 
The school has developed a mandatory pre-requisite Admission Policy. 
The school will:  

• enroll eligible children who are new to the Victorian government school system under the name 
contained in the documents supporting their admission, primarily their birth certificate 

• keep copies of sighted documents including an immunisation status certificate 
• verify any changes to student enrolment names 
• maintain and update student details obtained on enrolment 
• keep all information confidential and managed in accordance with DET’s privacy policy and Victorian 

privacy laws. 

Data is:  
• confirmed/updated and signed by the parent/carer when children transfer 

http://www.meadowheightsps.vic.edu.au/index.html


• updated when changes occur, such as guardianship 
• reviewed half yearly, specifically parent/carer contact information, see: CASES21 Administration 

User Guide for guidance including processes for generating the Student Enrolment Information Form 
and Student Information Full Details Report, see CASES21  

• revised annually for State and Commonwealth reporting 
• updated when informed by parents/carers of changes to family circumstances. 

If requested, the school can change the name under which a child is enrolled if new legal documentation with an 
amended name is provided, such as an officially amended birth certificate, proof of adoption, court order 
authorising another name, supporting documentation, which was not originally available, differs from the name 
provided during conditional enrolment  or proof is provided that the enrolling parent/carer or the child is using 
another name under a scheme designed to ensure their safety, such as witness protection. 
 
The school will: 

• ensure that their staff understand why SFOE data is needed and the benefits of ensuring there are no 
errors in data logged on Cases21 

• clearly explain to parents the importance of correctly completing the parent information form 
• regularly seek whole school updates 
• contact parents when occupation and/or education data needs to be queried. 

The school will maintain an enrolment database on CASES21 which includes admission forms, transfer 
information, the register, and class lists.  Enrolment data is entered at the beginning of the year for Foundation 
(Prep) and is added when children transfer and updated if information changes. 
The school will check and retain the immunisation status certificate which indicates whether primary children 
have been immunised against some or all of a number of infectious diseases.               
Note: In accordance with amendments to ‘No Jab No Play’ legislation, as of 28 February 2018 only the 
Immunisation History Statement from the Australian Immunisation Register is acceptable for the purposes of 
enrolling in a primary school in Victoria. Sighting of the stamped immunisation booklet or documents produced 
by GPs or other immunisation providers are not sufficient evidence to meet this requirement. The immunisation 
status of the student must be recorded on CASES21 (whether an Immunisation History Statement has been 
received or not) and updated when necessary. 
 
The school will maintain a file containing immunisation certificates.  This will be referred to if there is an outbreak 
of disease or if the child transfers in which case it will be attached to the transfer form.   
 
Parents/carers of children not immunised to keep their children at home for the recommended period, as outlined 
in the Department of Health’s School exclusion table, see: Immunisation. 
 
Where children are moving from one government school to another government school, enrolment data can be 
transferred using CASES21 (mandatory from July 2017) and:  

• parents/carers are not required to complete a new enrolment form if data is transferred using CASES21 
• schools must not create a new record in CASES21 – this will create a duplicate record 
• schools are required to send a copy of the Student Enrolment Information Form to the parent/carer for 

checking, updating and signing to ensure data is current and accurate.  

The school will request the parent/carer to complete a head lice consent form. Please refer to the Head Lice 
Management Policy. If the school enrols international children CASES21 will be updated to confirm the child's 
commencement of study within five working days of commencement. Any changes to the child's enrolment 
should also be recorded in a timely manner. This will ensure an accurate disbursement of funds to the relevant 
school.  Records will be disposed of in accordance with the General Disposal Schedule. See: Archives and 
Records Management. 
Please refer also the school’s Admission Policy, Immunisation/Exclusions (Infectious Diseases) Policy, 
Information Privacy Policy, Transfers Policy, International Student Program Policy, the Health Care Needs 
Policy and the Archives & Records Management Policy. 
 



SCHOOL SPECIFIC PROCEDURES 
Meadow Heights Primary School acknowledges DET policy and guidelines as above and stated on the DET 
Enrolment Policy Enrolment: Policy | education.vic.gov.au. Implementation procedures specific to the school are 
as follows: 
 
New Enrolment Process Purpose 
To ensure the school: 

• enrolls eligible students 
• maintains enrolment data 
• maintains its custodial role 

Guidelines 
New student enrols (other than at the start of the year).  
Before the student commences school: 

• Office to arrange a time for the parents/carers to meet with the Principal class. Timetable provided to the 
office staff so an appointment can be made on the spot.  

• New arrivals are to meet with the EAL Teacher/Coordinator. 

* EAL Teacher can assist with completing enrolment forms during this meeting if required. 
Office to inform the Principal class and EAL teacher immediately when a meeting has been scheduled so an 
interpreter can be booked (if required).   
* If an interpreter is not needed, the meeting can be scheduled on the same day as enrolment.  
 

• Meeting held with parents/carers to obtain history and reports.  
• Principal class to obtain written parent/carer consent to talk with the previous school and other professionals 

involved with the student (e.g. Pediatrician, Psychologist).  
• Privacy of information to be respected at all times (please refer to the school’s Information Privacy Policy). 
• Family introduced to the HUB leader. 
• Principal class and Team Leader to place the student with a home group teacher.  
• Office or Principal class to meet with teacher to provide relevant information. 

* Teacher to be given at least one-day notice before the student commences school.   
* A gradual transition will be arranged for students with extreme behavioural or emotional difficulties.  
 
 

Evaluation This policy will be reviewed as part of the school’s three-year review cycle or if 
guidelines change. 
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