[image: image1.jpg]Glenroy Specialist School

WORKING TOGETHER TO ACHIEVE



Glenroy Specialist School                                          

Working Together To Achieve

 Enrolment Policy

Update:  August 2018
Review Date:    August 2021


Purpose:

All children enrolling at Glenroy Specialist School, and their families, will have a smooth, supported  transition that enables them to become part of our school community
Enrolment will take place in accordance with DET guidelines

Aims:

To provide an efficient process of enrolment that satisfies the needs of students, parents, the school, and DET.
Implementation:

Families inquiring about enrolment at Glenroy Specialist School will be informed of eligibility requirements and the school’s Designated Transport Area according to DET guidelines. Eligibility for enrolment must be established as a ‘significant ongoing physical/ health impairment’. Following this: 
· A tour of the school will be offered to anyone who is likely to meet eligibility criteria.
· The initial contact person will complete an Initial Contact Information sheet to form a profile of the student inquiry. 

· Students enrolling at Glenroy Specialist School as part of a Prep intake will be required to provide proof of age indicating that they will have turned 5 years of age by 30th April of the year of entry. 
· Parents of students born overseas must provide proof of citizenship for the child or an approved visa. A list of approved visas is available from DET – Student Well-Being branch.

· Enrolment information will be entered into CASES21 and PSDMS according to DET guidelines.

· Eligibility and funding will be sought from DET via the completion of the Education Needs Questionnaire (ENQ) documentation in the case of Prep students, students arriving from interstate or overseas, or students who are transferring from another Victorian school and whose funding is tagged ‘Intellectual Disability’. This documentation must be accompanied by signed supporting evidence from a paediatrician, physiotherapist, occupational therapist, speech pathologist and any other relevant professionals. The questionnaire is completed by the school in conjunction with the parents.
· In the case of students who are transferring from another Victorian school and whose funding is tagged ‘Physical Disability’ , Glenroy Specialist School will send a ‘Request for Enrolment” form signed by the parents to the Regional Office

· An intake meeting will be held for all students prior to commencement at the school. A joint team: physiotherapist, occupational therapist, speech pathologist and teacher representative will meet with the parents and child to assess educational and therapy needs.  This ensures appropriate class placement and effective programs to meet individual student needs.  Parents may also invite the case manager or an advocate to attend this meeting.  Where required, an interpreter will be organised.
· Parents will be provided with an enrolment package by the school. This package includes information required by the school and by DET e.g. epilepsy and asthma management plans, emergency contact details.

· Where possible, a school representative will contact early intervention/pre-school or transferring school staff to discuss student needs, and obtain reports and supporting documentation.  
· Arrangements will be made for individual mealtime training.
· At least one orientation session will be provided before the student commences at Glenroy Specialist School.

· The student will be placed in a class which best meets their educational needs, depending on availability at the time at which the student enters the school.

· The student will be eligible to commence at Glenroy Specialist School when the enrolment has been confirmed by the Regional Office, an Intake meeting has been held, and mealtime assessment has taken place.
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