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Enrolment Policy 

 
  

Purpose: The Enrolment Policy identifies the decision-making process the College 

undertakes when making decisions with respect to the application of 

enrolment on behalf of a child. The Policy ensures fairness and integrity when 

arriving at a final decision in processing the applications of enrolment.   

Scope: This policy applies to all persons involved in the College’s enrolment process 

including prospective and current families, College Executive and College 

Enrolments personnel. 
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1.  Enrolment Considerations 

 

1.1. The Principal carries the final responsibility (and discretion) for managing the enrolment of all 

students and makes the final decision regarding offers of enrolment. 

 

1.2. Enrolment at the College is open to all students regardless of the parents’/care-givers’ or the 

student’s race, gender, religion, national or ethnic origin. Enrolment applications will be reviewed, 

and offers of enrolment made, in the sole discretion of the Principal (or their nominated delegate) 

on assessment of the following criteria (in no particular order of priority): 

 

• Date the completed application for enrolment was received, together with the Application 

Fee and supporting documents; 

• Applications for children of staff; 

• Applications for children of alumni; 

• Siblings of current College students; 

• Previous attendance at a Christian school;  

• Families desiring a Christian education in accordance with the College values who are willing 

to support the faith ethos of the College; 

• Number of places available; 

• Capacity of prospective student going forward to contribute to the College;  

• Gender balance of the student cohort in the relevant year level;  

• Special circumstances at the Principal’s discretion; 

• Capacity of the College to provide adequate resources to support the learning of the student; 

and 

• The benefit to the student attending the College. 

 

1.3. If the student is offered an enrolment at the College, the family will be required to sign an 

Enrolment Contract.  

 

1.4. A potential student’s medical background, learning support requirements and social background 

will not affect the College’s decision to accept a student’s enrolment unless:  

 

1.4.1. There has been a thorough and documented consideration/assessment of:  

• What special services/equipment/devices would be required to meet the potential 

student’s needs; 

• What reasonable adjustments can be made to meet the potential student’s needs;  

• The costs and other effects of meeting the student’s needs or making reasonable 

adjustments; 

• The number of students who would benefit from, or be disadvantaged by, the supply of 

special services or equipment;  

• Whether there is any disruption that the supply of the special services or equipment may 

cause; and  

• The overall effect of the provision or failure to provide additional services, equipment and 

devices;  
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1.4.2. The College has consulted with the potential student’s parents/guardians about the potential 

student’s needs and any reasonable adjustments; and 

 

1.4.3. After considering the potential student’s needs and consultation with the parents/guardians 

it has been determined that the College cannot meet the potential student’s needs, cannot 

make necessary reasonable adjustments and/or it would cause unjustifiable hardship to make 

the reasonable adjustments required for the student; and  

 

1.4.4. The reason why the College would not be able to provide those services are thoroughly 

documented and communicated to the potential student’s parents/guardians.  

 

2. Enrolment Application Requirements and Process  

 

2.1. All documents and fees requested in the enrolment application must be provided prior to the 

application progressing. Parents who do not follow the enrolment application process may have 

their enrolment application cancelled by the Principal. 

 

2.2. The College asks parents/caregivers for information in respect of the prospective students social, 

emotional, behavioural, medical or learning support needs in order to assess what assistance will 

be required for each student. It is important that parents provide accurate, truthful and fulsome 

information upon request. Enrolment may be terminated if it comes to light that this information 

was not provided. The College may require this information for the purposes of: 

• Meeting their duty of care for the student;  

• Assessing the student’s needs;  

• Ensuring that staff can monitor any particular issues once the student commences at the 

College;  

• Assessing any reasonable adjustments that may need to be made to enable the student to 

participate fully in College life to the maximum extent possible; and  

• Assessing whether the College has the capacity to provide the appropriate level of support 

and/or facilities for the student.  

 

2.3. Information requested will be used and stored in compliance with this policy and the College’s 

Privacy Policy. 

 

2.4. The residency status and/or country of birth of a potential student or their parent will not be used 

in the decision-making process for selecting a student for enrolment except to the extent that it 

is relevant to immigration laws or learning needs of the child (e.g. if non-English speaking).  

 

2.5. Applications will be acknowledged and assessed to discern whether the College has the resources, 

programs and personnel to support the student.  

 

2.6. Upon receipt of a completed Application for Enrolment and supporting documents and fees, the 

College will review applications for the year level and consider whether the application will be 

invited to proceed to the enrolment interview stage. 
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3. Interview Procedure 

 

3.1. The Enrolment Registrar, Head of School or their delegate shall conduct enrolment interviews for 

prospective students. If the prospective student is granted an interview based on initial review of 

the enrolment application, a time will be made for the student and parents/caregivers to attend.  

 

3.2. This interview will allow the Enrolment Registrar, Head of School or their delegate to become 

acquainted with the parents and the student/s and discuss how the College can use the resources, 

programs and personnel to support the student/s. The interview also seeks to ensure prospective 

families and students are in harmony with the purpose and aims of the College.  

 

4. Full and Frank Disclosure 

 

4.1. All applications for enrolment are to include a full and frank disclosure by the parents/guardians 

of all information about the student in relation to enrolment history at previous school/s including 

any suspensions, expulsions or bullying investigations/reports, family issues and/or arrangements, 

medical and/or mental health conditions and any other significant educational needs. 

 

4.2. Non-disclosure of details as outlined above may result in termination of the student’s enrolment, 

at any time. 

 

5. Proof of Identity 

 

5.1. All Applications for enrolment must accompany a copy of the student’s birth certificate and (if 

applicable) passport and visa details. A student born in Australia applying for enrolment whose 

parents were both born overseas, must supply a copy of the parent/s current Australian 

Citizenship/Passport/Visa documents. A student born overseas, with both parents born overseas, 

must also provide a certified copy of current passports and visa documents, including visa number 

and expiry date. These documents must be renewed as required by law when a visa expires and a 

copy provided to the College. 

 

6. Name used for Enrolment and Name Changes  

 

6.1. The College requires a student’s birth certificate to be lodged with an enrolment application. The 

name appearing on the birth certificate is the one under which the student will be enrolled. 

 

6.2. Students may be referred to in class by a preferred name (which is a shortened variation of their 

first name), however, the student management system, student ID card, school photo, awards, 

legal documentation including but not limited to College reports etc will bear the student’s legal 

name. 

 

6.3. A child’s name can only be changed on College records once parents have had the name officially 

changed with the Registrar-General of Births, Deaths and Marriages and a new birth certificate 

has been presented to the College. 
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7. Parental agreement to enrol 

 

7.1. Enrolment in a school is regarded as a major long-term commitment. In the absence of any Court 

Orders to the contrary, any decisions about enrolment ordinarily must be made jointly by the 

parents. 

 

7.2. For this reason and except in unusual circumstances, in order to enrol a child, the College requires 

either that:  

 

(a) both parents agree to the child attending the College and both sign the Application for 

Enrolment Form; or  

(b) they provide Court Orders which clearly set out who has the legal right to make the decision 

regarding where the child attends school. The parent with the legal right signs the Application 

for Enrolment Form. 

 

7.3. Where exceptional and unusual circumstances apply, the Principal may approve the processing of 

an Application for Enrolment Form with only one parent’s signature. It is important to note that 

in situations where only one parent signs the student Application for Enrolment Form, the 

College’s contractual relationship is restricted to that parent. This means that the College is unable 

to request of the remaining parent for the payment of tuition fees, consequently the parent who 

signed the Application for Enrolment Form (including the Contract of Enrolment) is fully liable for 

the tuition fees and any other associated College expenses.  

 

8. Acceptance of Enrolment, Deferment of Enrolment or Declining Enrolment  

 

8.1. The Principal has final discretion as to offering enrolment to a student into the College after 

considering recommendations made by other staff in the process.  

 

9. The College determines in their sole discretion whether to offer enrolment of a student at the 

College.  

 

9.1. An offer of enrolment will not be considered to have been accepted until such time as an 

enrolment contract is received by the College (signed by each parent/carer of the student) and 

the enrolment fee has been paid.  

 

10. Waiting Lists 

 

10.1. Once maximum student numbers have been reached in any given year level, applicants may 

be placed on a waiting list.  

 

10.2. Applicants shall be notified that they are on a waiting list by the Enrolments Registrar, 

however, they will not be advised as to which ‘number on the list’ they are, and the College will 

review all those on the waiting list when a position becomes available to ascertain which student 

will be offered enrolment.  
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10.3. This waiting list will be maintained in the event that a position may become available in the 

future. Families placed on the waiting list will be contacted when a position becomes available, 

and have the option to accept the position, defer until a later date (that is, remain on the waiting 

list for future years) or withdraw the application.  

 

11. Definitions 

 

11.1. Acceptance: This is the acknowledgement made by the family that they wish the enrolment 

to proceed to contract. 

 

11.2. Application for enrolment: This is the document/documentation providing the information 

required to properly allow the College to consider whether an offer can/will be made by the 

College. 

 

11.3. Enrolment Contract: This is the formal agreement, in writing and signed, by which each party 

accepts that they can comply with and support the expectations of the other. 

 

11.4. Parent: includes a natural or biological parent of a student as well as legally recognised carers 

and guardians. 

 

11.5. Offer: This is the invitation made in writing to the family for the student to enrol and attend 

the College. 

 

11.6. School Education: The education program offered at the College from Prep to Year 12. 

 

11.7. Sibling: For the purpose of this enrolment policy (and related fees policy), a sibling is defined 

as a biological child of one of the parents, a child by legal adoption, a child in long term foster care 

under the direction of the relevant government authority, or by the marriage of the biological 

parent to a step-parent, and living in the same household as other siblings. 
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Appendix 1: Affirmation of Faith 

 

(a) God: We believe in the existence of one loving God who is the source of all creation, in whom 

there are three equal divine persons, existing in an intimacy of unity, revealed as the Father, the 

Son and the Holy Spirit. God has created us to find our eternal destiny in relationship with Him. 

(b) Jesus: We believe that the Lord Jesus Christ is the eternally existing, only begotten son of the 

Father, who became flesh and dwelt among us. 

(c) Holy Spirit: We believe the Holy Spirit convicts humanity of sin, creating faith within them to 

confess Christ as Lord, leading to repentance and baptism into Christ. It is the indwelling Spirit 

who bestows the Gifts of the Spirit and manifests the Fruit of the Spirit in the believer. 

(d) The Bible: We believe that the Bible is our inspired source for learning both about God and godly 

living. As God’s servants, our role is to communicate the principles of Scripture to a fallen world 

in a relevant way. 

(e) Humanity: We believe that human sin is rebellion against God that separates us from Him. As a 

result, man is incapable of regaining a right relationship with God through his own effort. 

(f) Salvation: We believe that salvation is the free gift of God that has been made available to all as a 

result of Jesus’ death on the cross. Salvation is available to all who put their trust in Christ as 

Saviour. 

(g) Communion: We believe the Bread and the Cup remind us of Christ’s complete love for us, His 

sacrifice on the cross and is a memorial and proclamation of the Lord’s death until He returns. 

(h) Worship: We believe God’s desire is that worship be our genuine, passionate, and Spirit-filled 

response to Him. 

(i) Prayer: We believe prayer is essential to our spiritual and physical strength, both as individuals 

and as the Church. We believe nothing is impossible with God and He wants us to ask all things in 

faith and trust. 

(j) The Kingdom: We believe the Kingdom is made up of all who believe in the death, burial and 

resurrection of Jesus Christ and accept Him as Lord and King, regardless of traditions. We will be 

supportive and work together in unity with everyone in our community for the cause of Christ. 

(k) The Church: We believe that the Church as Christ’s body is designed to be a visible manifestation 

of God on this earth. The Church continues the work of Jesus through the transforming power of 

the Holy Spirit by ministering to those who are hurting and by calling people to godly living. 

 

 

 

 

 

 

 

 

 

 



_________________________________________________________________________________________________________________ 
RC Policy: Enrolment Issue: 05/03/2024   Edition:  1 Executive 

Appendix 2: Position Statement on Attendance Expectations, Support Services to Facilitate Learning  

 

Preface  

This position statement will also provide guidance for the development of operational processes 

around attendance, absence management, enrolment review and the provision of support services.  

  

Overview  

Redlands College is an educational institution established to educate and form students within a 

Christian context. When families enrol their child at Redlands College, they are entering into an 

educational partnership. This partnership involves the College’s commitment to providing a Christ-

centred holistic educational program and the family/student commitment to actively engage in this 

educational program.  

  

This partnership is founded on the understanding that effective education can only be provided by the 

College with the full and active participation of each student. All students are expected to attend all 

aspects of the College’s educational program.   

  

Where a student’s engagement with the educational program falls below 90%, the College will take 

the following actions:  

• Work with the student and family to identify support required, and implement appropriate 

support services, to facilitate effective attendance above 90%.  

• Identify non-essential parental permission absences which have impacted attendance levels 

and implement strategies to reduce these absences.  

• In a small number of circumstances, enter an arrangement for a specified period of time, that 

accommodates a variation to the attendance expectation, based on specialist health advice 

and a Student Support Plan.  

  

If a Student Support Plan has not been entered into, and the student’s engagement with the 

educational program is between 90% and 80%, the College will take the following actions:  

• Articulate written and agreed strategies between the College and family/student to ensure 

engagement with the educational program returns to greater than 90% within one (1) term; 

and/or  

• Undertake a review of the student’s enrolment to determine whether the College can 

continue to make reasonable adjustments to support the student’s learning, or whether the 

enrolment should be concluded.  

  

If a Student Support Plan has not been entered into, and the student’s engagement with the 

educational program falls below 80%, the College will take the following actions:  

• Undertake a review of the student’s enrolment to determine whether the College can 

continue to make reasonable adjustments to support the student’s learning, or whether the 

enrolment should be concluded.  

 

Attendance Expectation  

All students at the College are expected to actively and fully engage in the College’s educational 

program. The College operates on a face-to-face learning model, and does not offer on-line, distance 

education or part-time enrolment.   
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The College expectation is for students to actively engage in the complete educational program. An 

active and full engagement is defined as attending a minimum of 90% of the educational program, 

averaged across each term, with accompanying behaviour and attitude aligned with College 

expectations.   

  

Explanation of 90% Attendance  

• The educational program includes all pastoral care classes, timetabled classes, chapels, 

assemblies, weekly sport, House competitions and College events held during College hours.   

• The College operates for an average of 185 instructional school days per year (excludes public 

holidays, student free days and school holidays).  

• Students are expected to attend for at least 166 instructional school days across the year. This 

is a minimum attendance of 41.5 days per term.  

• Where a student arrives late or leaves early by more than one (1) hour, this is classified as a 

half day of nonattendance.  

  

Parent Approved Absences  

The College recognises that parents will approve their child’s absence from the College for a range of 

essential reasons. This includes medical appointments, allied health support, family travel and special 

occasions.   

  

There are also times when students receive parental approval for absences which are deemed non-

essential. This includes regular absences from specific subjects, sports, carnivals or other College 

events, as well as to attend work commitments.   

  

Both essential and non-essential parent approved absences contribute towards a student’s 

attendance percentage.  

  

Where there is evidence of regular or repeated non-essential parent approved absences, the College 

will communicate to parents the importance of the student attending the full educational program, 

and take this into account when making a decision about ongoing enrolment.  

  

Support Services   

The College recognises that contexts may arise, including social/emotional, behavioural or medical, 

where a student cannot actively and fully engage in the College’s educational program for a specified 

period of time.   

In recognition of this, the College provides a range of support services, designed for a timely response 

with a short-term focus, specifically to enable students to actively and fully re-engage with the 

College’s educational program.  

  

These timely responses with a short-term focus include:  

• Behaviour management for students operating outside behaviour expectations (Classroom 

Teachers, Deans of Year, Deputies, Heads of School, Responsible Thinking Process)  

• Counsellors, Chaplains, Wellbeing staff and Pastoral staff (Deans of Year etc) for students 

experiencing social/emotional issues, friendship issues, grief, anxiety etc  

• First aid for students experiencing a medical need  
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Each of these support processes is intentionally short term, designed to respond in a timely manner 

to an issue that restricts a student from learning, for the purpose of equipping and enabling the 

student to re-engage with learning.  

  

Extended Support Requirement  

The College recognises that in some situations, a student will have an identified ongoing need, which 

requires a longer-term support process. In these contexts, the College will provide support services 

which meet the criteria of a reasonable adjustment, taking into account available resources, cohort 

needs and student needs.   

  

These longer-term support processes are implemented in conjunction with an articulated Student 

Support Plan, which allows the student to work towards active engagement with a minimum of 90% 

of learning experiences.   

  

The College may provide these support services through College staff, or enter a partnership with 

other providers. All support services are orientated towards enabling students to re-engage with 

learning.    

  

These longer-term support processes include:  

• Wellbeing staff who work with students who have identified social-emotional needs, with an 

active plan for engagement with learning  

• Learning Enrichment staff who work with students per a diagnosis and learning plan  

• Partnerships with Allied Health providers (including OT, Speech Therapist and Psychologists) 

who work with students in accordance with a diagnosis and learning plan  

  

Support Services Designed to Facilitate Student Learning  

All support services provided by the College are predicated on the understanding that their only 

purpose is to facilitate student engagement with the educational program. The support services do 

not exist to provide standalone benefit – they only exist to enable students to reengage with learning.  

  

The College does not provide medical, social-emotional, allied health, counselling or chaplaincy 

services on a longterm or ongoing basis.  

  

Enrolment Review  

When a student’s attendance falls below the minimum expectation of 90% engagement with learning 

experiences, the Deputy Head of Junior School in years Prep-5, or the Dean of Year in years 6-12, will 

contact the parents to discuss the issue and identify the reason for the low attendance.  

  

In the first instance, the College will seek to define the cause of disengagement and implement 

appropriate support services to enable the student to engage with at least 90% of learning 

experiences.    

  

If there is an identified valid reason why the student is not able to achieve the minimum expectation 

of 90% attendance, a Student Support Plan will be entered into, outlining the support required, 

timelines related to the support, supporting documentation and other relevant details.  
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The College will work with students and families for up to a maximum of one (1) term if engagement 

is between 90% and 80% and there is no Student Support Plan in place.  

  

If engagement falls below 80%, the College will immediately undertake a review of the student’s 

enrolment to determine whether the College can continue to make reasonable adjustments to 

support the student’s learning, or whether the enrolment should be concluded.  

  

 


