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Enrolment Procedure  
 

 

AIM 

This procedure outlines the process for student enrolments at St Mary Star of the Sea College. Catholic 
schools exist to further the mission of the Church. In Western Australia, The Mandate of the Bishops requires 
the Catholic Education Commission of Western Australia to make Catholic School education available to all 
Catholic children, in so far as is possible.  

In accordance with this Rationale, St Mary’s College reinforces the expectations defined in the College Motto 
“To Jesus Through Mary”, the College Code of Conduct and values, Respect, Responsibility and Resilience. 
Our decisions in offering places of enrolment will be consistent and fair. 

SCOPE 

The procedure applies to all students who are to be accepted and enrolled at St Mary Star of the Sea College.  

Priority enrolment, in order, will be given to students in the following categories:  

• Catholic students from Catholic schools with a Parish Priest reference 

 • Catholic students from non-Catholic schools with a Parish Priest reference  

• Other Catholic students from Catholic schools 

 • Other Catholic students from non-Catholic schools  

• Siblings of non-Catholic students  

• Non-Catholic students from Catholic schools 

 • Non-Catholic students from other Christian denominations 

 • Other Non-Catholic students 

 

 

 

Sources of Authority  
CECWA Policy Community 
Executive Directive Enrolment 
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Guidelines for St Mary Star of the Sea College Application for Enrolment Forms 

The CEWA Application for Enrolment forms must be used to demonstrate: 

• an acknowledgement that completing an Application for Enrolment form and its acceptance by the 

school does not guarantee an enrolment interview or a place at the school; 

• an acknowledgement that enrolment in that Catholic school is not a guarantee of enrolment in any 

other Catholic school; 

• a statement that if a parent(s) or guardian(s) has knowingly withheld material information relevant to 

the application/enrolment process then the principal reserves the right to refuse or terminate 

enrolment on that ground; 

• a declaration signed by all custodial parent(s) or guardian(s) that, to the best of their knowledge, they 

have: 

o provided a copy of any Parenting or Restraint Order that applies to the prospective student; 

o provided the necessary documentation that the school may request, to confirm the student’s 

Australian residency status; 

o fully understood, agreed, and accepted that their child will participate in all required parts of 

the education program of the school, including the religious education program; 

o viewed, fully understood, and agreed to the terms and conditions set out in the school’s fee 

collection procedure; 

o received a Privacy Collection Notice; 

o fully and truthfully completed the Application for Enrolment form. 

 

When enrolling children in the three-year-old educational program: 

The school ensures that it is registered and able to provide Pre-Kindergarten education for young students 

Children must have attained the age of three. 

Enrolment into the program must relate to participation in the program and not enrolment into the school. This 
point must be clearly stated on the ‘Entry Form’ for parent(s) or guardian(s) and they must be advised that 
formal enrolment into the school occurs via an application at the time of seeking enrolment into kindergarten 
or subsequent year levels. 
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Where enrolment of a child occurs with an expectation that the child will begin school before their third 
birthday, an exemption must be sought from the Director General. 

The school acknowledges that an exemption may only be sought where: 

• there is no day care service or day care place available within reasonable travelling distance 
from the child’s home; and 

• the child’s third birthday falls within the two weeks after the beginning of the school term. 

The school will only permit a child to attend who is not yet three years of age, where approval has been 
obtained from the Director General. 

It is recommended that the ‘Entry Form’ for the program be visually different from the enrolment forms of the 
school to assist in clarifying the situation with the program. 

PROCEDURE FOR APPLICANTS 

Families wishing to make application are advised to do so at the earliest opportunity by submitting their 
relevant application form (available from the College Office or the College website) and required 
documentation.  A formal interview is necessary for successful enrolment. 

 The College Enrolment Package contains our Prospectus, Application for Enrolment Form, Parish Priest 
Reference Form, Current Fee Schedule and Charges, other important information relating to specialist 
programmes, and the Enrolment Policy. 

 To process an application St Mary’s College the following is required: 

• A copy of latest school report and NAPLAN 
• A copy of Baptism certificate if applicable 
• Immunisation statement issued by the Australian Immunisation Register 
• Medicare card 
• An application fee of $50 
• the necessary documentation that the school may request, to confirm the student’s Australian 

residency status 
 

Application to the School, and fulfilling the enrolment procedure, is not a guarantee of an interview or an 
enrolment place. All applications for enrolment must include signatures by both parents (except in special 
circumstances). The Principal reserves the right to refuse or terminate enrolment due to non-disclosure of any 
relevant information. 

 The School undertakes to inform parents and applicants in writing at its earliest possible convenience of the 
progress and success, or otherwise, of each application. Upon a place being offered parents and student are 
to sign relevant paperwork agreeing to the Code of Conduct, fees and policies of the School. 
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COLLEGE ADMINISTRATION PROCEDURES 

Enrolments must comply with government entry age requirements. 

Enrolment Procedure (compliance with Disability Standards in Education 2005): 

The Application for Enrolment Form should be free of disability details. 

The Application for Enrolment Form should be free of financial details and employment status. 

If the parent is offered an interview, then a Student Information Form is to be given to the guardian/parents to 
complete and submitted with other supporting documentation at or prior to the interview. 

The Student Information Form detailing the child’s additional needs may be discussed at the interview. 

The identification of additional support needs will not affect the enrolment decision; however a full discussion 
is encouraged to enhance the school’s ability to plan and support their child. 

The family must be informed of the enrolment decision and the reasons for the decision should an enrolment 
not be offered by the school.  

Enrolments must comply with West Australian Government immunisation requirements. 

The school will only consider the following reasons as those appropriate for a child’s exemption from the 
requirement. If the child: 

• is an Aboriginal or Torres Strait Islander; 
• is in the care of the CEO of the Department of Communities; 
• is living in crisis/emergency accommodation because of family violence or homelessness; 
• has been evacuated from their ordinary place of residence because it is in an area of the State under 

emergency management; 
• is in the care of an adult other than the child’s parent or guardian; 
• is in the care of a responsible person who holds a valid concession card; or 
• first entered Australia not more than 6 months before the time of enrolment and holds one of the 

following visa subclasses: 200, 201, 202, 203, 204, 785, 790 or 866. 
 

A student record is opened at the point of student enrolment. 

Enrolment may take place at any year level, K–12. A parent of a child eligible for kindergarten may, in 
consultation with the principal, defer the taking up of an offer of enrolment into the school until the 
commencement of pre-primary. 

The exemptions from compulsory schooling under the School Education Act 1999 (the Act) and the role of 
NGSR in the process, namely: 
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• Legal Requirement: Children must be enrolled in full-time education until the end of the year they turn 17 
years and 6 months. 

• Exemptions (Section 11): May be granted for Year 10 (and in some cases, Year 9) students in non-government 
schools if they are engaged in full-time alternative to education, such as higher education, VET courses, 
apprenticeships, or employment. 

• Assessment Process: NGSR evaluates applications based on course content, instructional hours, and 
supporting evidence from parents and school principals. 

Exemptions are not granted for student and parental preference but may be approved in cases of student risk, 
unsuccessful re-engagement, or a better fit in training or work. 

• School Responsibilities: Schools must support re-engagement efforts, provide justification for exemptions 
being in the best interest of the students, and keep students on the enrolment register until an exemption is 
granted (section 21.(1)(c) of the Act). 

• Parent Responsibilities: Parents must submit all required documentation and ensure compliance with the 
approved alternative program. 

• Senior Secondary (Years 11 & 12): NGSR does not process exemptions for these students. For students in 
Years 11 and 12 who participate in employment, a traineeship or apprenticeship, a Notice of Arrangement 
Form is completed.  

Notice of Arrangements (NOA) applications should be submitted by parents to the Participation team at: 
participation.co@education.wa.edu.au.  

A decision is made by the principal regarding enrolment. 

PROCEDURES FOR REMOVAL OF ENROLMENT 

Parents/guardians must notify the College of any plans to remove enrolment with information relating to date, 
reasons and next educational institution. 

The school will only cancel enrolment under the following circumstances: 

Lawfully, and in accordance with S20 of the School Education Act; 

If it is believed on reasonable grounds that the student is enrolled in another school or is no longer a resident in 
WA; 

• The student is exempt under S.11 or is being home-schooled; or 
• The student’s whereabouts have not been successful, and as notified by the Department of Education. 
• Our school ensures that protocols are implemented to report students whose attendance cannot be 

reconciled, in accordance with the Student Whose Whereabouts are Unknown Procedures.  
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• When enrolling a student who is transferring from another school, our school informs the principal of 
the student’s previous school. 

• The school maintains each student’s enrolment record for at least seven years, from the day the 
student’s enrolment ceases. 

 

APPENDICES 

 

1. Enrolment application- Pre Interview Information 
 

2. Enrolment Form 
 

3. Enrolment Interview Questions 
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Pre Interview Student Details 

Student Individual Needs and Medical Information 
  
  
  
Student Surname: ............................................................................................................ .................................................  

Other Names: .....................................................………….. Preferred Name:  .....................................................………… 

Address: ......................................................................................……………… State: ........... Post code: ……………………….... 

Details of any remedial education: .......................................................................................... ................………………..…….. 

  

STUDENT’S INDIVIDUAL NEEDS 

The school Education Act 1999 requires the provision of: 

“details of any condition of the enrolee that may call for special steps to be taken for the benefit or protection of the enrolee 

or other persons in the school” (16G) 

To assist the school to respond to individual requirements please detail any special needs your child has in the following 

area[s] that may affect his/her learning, participation or welfare during school hours. 

Medical/HealthCare........................................................................................................... .................……………………………. 

............................................................................................................................. ....................................………………………. 

Medication................................................................................................................... .............................………………......... 

Physical .................................................................................................................... ...............................….…………………… 

Orthoses/Prostheses.......................................................................................................... ...........................………………….. 

Psychological/Cognitive...................................................................................................... ................…………….……………… 

Sensory (eg Vision/Hearing) ................................................................................................. .................……………..…………… 
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Behavioural or Safety........................................................................................................ .................………………….…………… 

............................................................................................................................. ....................................………………………. 

Communication................................................................................................................ ..........................…………………….. 

Allergies.................................................................................................................... ................................…………………….... 

If medication or medical/health care services are required during school hours please provide full details, name, contact number 

and signed authorisation by the relevant practitioner.  

............................................................................................................................. ....................................………………………. 

............................................................................................................................. ....................................………………………. 

EXTERNAL SERVICE PROVISION 

Does your child receive any services from an external agency, which may affect education arrangements?     Yes/No.    

If so please detail name of Service Provider and Contact No. 

............................................................................................................................. ..........................……………….………………. 

............................................................................................................................. ..........................…………………..…………. 

Does your child receive Respite Care on a regular basis?    Yes / No 

  

AUSTRALIAN RESIDENCY STATUS    [applicable to all Applicants who are not an Australian citizen] 

I declare that all necessary documentation in relation to my child’s Australian residency status has been disclosed to St 

Mary’s College.  A copy of my child’s Passport and relevant Visa documentation is included with this form. 

  

IMMUNISATION RECORD: 

Immunisation Record Attached        Yes / No 

F - Fully immunised            N - Not immunised   I - Incomplete immunisation P - Personal objection 

MEDICAL INFORMATION 

Family Doctor / Medical Centre: ............................................................................................. ............................……………….. 

Address: .................................................................................................................... ................................…………………….. 
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Contact Numbers: ...................................……………..…................................................................. ...............................……… 

Dentist/Central Clinic: ..................................................................................................... ..............................………………….. 

Address: .................................................................................................................... .................................…………………….. 

Contact Numbers: ................................………………....................................…………………….......................... .................…..... 

Medicare Number: ............................…………… Private Health Fund: .......................…….…… Blood Group: ........... .  [if known] 

MEDICAL EMERGENCY AUTHORISATION 

I/we authorise St Mary Star of the Sea College to seek medical/dental attention, call an ambulance or to hospitalise my 

son/daughter when considered necessary.  I/we further authorise St Mary Star of the Sea College that if an emergency 

occurs requiring surgery, anaesthetic, oxygen, blood transfusion, medication and I/we cannot be contacted within a 

reasonable time, the college has the authority to agree to medically recommended treatment by an accredited medical 

practitioner on my/our behalf. 

Signature of Parent[s] / Guardian[s]  ........................................................……….….  Date: .....................…………  

                                                                                                                                                                                                        PARENT OR GUARDIAN  

                                                                        .......................................................………...…  Date: ...........................…….  

                                                    PARENT OR GUARDIAN 

NB:  A copy of your child’s Birth Certificate, Baptism Certificate, Immunisation Record, Medicare Card, Passport, Visa and 
Custodial Court Orders are to accompany the Application for Enrolment Form.  Originals of these documents may be 
requested for presentation at an Enrolment Interview. 
  
Return form to: 

The Principal 
St Mary Star of the Sea College  
PO Box 772 
CARNARVON   WA   6701 
Email: admin@smsc.wa.edu.au 
Website: www.smsc.wa.edu.au  
Phone:  [08] 9941 1328 
 

St Mary Star of the Sea College 
Enrolment Form 
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Year of Entry:                                            Academic Year: 
  

  

STUDENT INFORMATION 

  

  
SURNAME: 
  

  FIRST NAME: 
  

PREFERRED 
NAME:   GENDER:   

RESIDENTIAL 
ADDRESS:   

COUNTRY OF 
BIRTH:   NATIONALITY: 

  

DATE OF BIRTH:   
COUNTRY OF 
CITIZENSHIP: 

  

RESIDENT 
STATUS:   

VISA CODE: 
(copy attached) 

  

  
ARRIVAL DATE: 
  

  VISA EXPIRY: 
  

LANGUAGE 
SPOKEN AT 
HOME: 

  ABORIGINAL / 
TORRES STRAIT 
ISLANDER: 

  

  

RELIGION 

  

  
RELIGION: 
  

  
PARISH & 
SUBURB: 

  

  
SACRAMENTS: 
  

BAPTISM RECONCILIATION EUCHARIST CONFIRMATION 

DATE 
UNDERTAKEN: 

        

       
Please attach copies of Certificates to Enrolment Application 

  

PRESENT SCHOOL INFORMATION 
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SCHOOL 
NAME: 
  
(If applicable) 

    
LOCATION: 
  
  

(If applicable) 

    
YEAR 
LEVEL: 
  

(If applicable) 

  

 

FAMILY INFORMATION 

 

CAREGIVER 1 

  

TITLE:   SURNAME:   FIRST NAME:   

  
RESIDENTIAL 
ADDRESS: 
  

  

 

Suburb: State: Postcode: 

  
POSTAL 
ADDRESS: 
  

  

Suburb: State: Postcode: 

PHONE: 
  

  
Home: 
  EMAIL  

ADDRESS: 

  

  
Mobile: 
  

COUNTRY OF 
BIRTH: 

  COUNTRY OF 
CITIZENSHIP: 

  

  
NATIONALITY: 
  

  
RELIGION: 

  

LANGUAGE: 
  RELIGIOUS 

DENOMINATION: 
  

  
STATUS: 

    
OCCUPATION: 
  

  

  
EMPLOYER 

  BUSINESS 
PHONE: 

  

 

CAREGIVER 2 
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TITLE:   SURNAME:   FIRST NAME:   

  
RESIDENTIAL 
ADDRESS: 
  

  

 

Suburb: State: Postcode: 

  
POSTAL 
ADDRESS: 
  

  

Suburb: State: Postcode: 

PHONE: 
  

  
Home: 
  EMAIL  

ADDRESS: 

  

  
Mobile: 
  

COUNTRY OF 
BIRTH: 

  COUNTRY OF 
CITIZENSHIP: 

  

  
NATIONALITY: 
  

  
RELIGION: 

  

LANGUAGE: 
  RELIGIOUS 

DENOMINATION: 
  

  
STATUS: 

    
OCCUPATION: 
  

  

  
EMPLOYER: 
  

  
BUSINESS 
PHONE: 

  

        

  

  

  

  

  

  

  

  

  

EMERGENCY CONTACT DETAILS (OTHER THAN PARENT / GUARDIAN) 

  

NAME OF 
CONTACT: 

  RELATIONSHIP 
TO STUDENT: 
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ADDRESS: 
  

CONTACT 
NUMBERS: 

Home: Mobile: Work: 

NAME OF 
CONTACT: 

  RELATIONSHIP 
TO STUDENT: 

  

ADDRESS: 
  

CONTACT 
NUMBERS: Home: Mobile: Work: 

      

  

  

CUSTODY / GUARDIANSHIP INFORMATION 

  

  
Name of person(s) with legal guardianship of the student 
  

  
  

  
If applicable a copy of any Parenting or Restraining Order is attached 
  

  

  
Any other conditions endorsed at Law? 
  

  

  

  

SIBLINGS CURRENTLY ATTENDING THIS COLLEGE AND/OR OTHER SCHOOLS 

  

Name of Child Year Level School Currently Attending 

      
      
      
      
      
  

  

COLLECTION NOTICE Tick 

  

1 
The college (the Diocese both independently and through its schools) collects personal information, including sensitive 
information about pupils and parents or guardians before and during the course of a pupil’s enrolment at college.  The 
primary purpose of collecting this information is to enable the college to provide schooling for son/daughter. 
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2 
Some of the information we collect is to satisfy the college’s legal obligation, particularly to enable the college to 
discharge its duty of care. 

  

3 
Certain laws governing or relating to the operations of schools require that certain information is collected.  These 
include Public Health (and Child Protection) Laws. 

  

4 Health information about pupils is sensitive information within the terms of the National Privacy Principles under the 
Privacy Act.  We ask you to provide medical reports about pupils from time to time. 

  

5 

Parents may seek access to personal information collected about them and their son/daughter by contacting the college.  
Pupils may also access to personal information about them.  However, there will be occasions when access is denied.  
Such occasions would include where access would have an unreasonable impact of the privacy of others, where access 
may result in a breach of the college’s duty of care. 

  

6 
If you provide the college with the personal information of others, such as Doctors or emergency contacts, we encourage 
you to inform them that you are disclosing that information to the college and why, that they can access that information 
if they wish and that the college does not usually disclose the information to third parties. 

  

7 

As you may know the college from time to time engages in fundraising activities, information received from you may be 
used to make an appeal to you.  It may also be disclosed to the P&F Association to assist in the college’s fundraising 
activities solely for that purpose.  We will not disclose your personal information to a third party for their own marketing 
purposes without your consent. 

  

8 

The college from time to time discloses personal and sensitive information to others for administrative and educational 
purposes.  This includes local diocese and the Parish, schools within other dioceses, other dioceses, medical practitioners 
and people providing services to the college, including specialist visiting teachers, sport coaches, volunteers and 
counsellors.  

  

  

  

  

  

DISCLOSURE Tick 

  

  
Do you agree that the information supplied on the Student Information and Family Information sections, can be provided to the 
relevant Parish Priest 
  

  
  

  

  

 

 

 

 

 

  

AGREEMENT Tick 

  

1 I/we understand and accept that the completion of this application / enrolment form does not guarantee an enrolment 
interview.  Successful applicants will be determined in accordance with the college’s enrolment criteria.   

2 I/we understand and accept that attendance at an interview does not guarantee an enrolment offer being made.   
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3 
I/we understand that enrolment of a student in one Catholic school does not guarantee the enrolment of that student 
in any other Catholic school. 

  

4 

I/we have completed this application fully and to the best of my / our knowledge.  Further, I/we acknowledge and accept 
that if it can be demonstrated that I/we have withheld information relevant to the application/enrolment process, 
especially in relation to this student’s Parenting Orders, then the enrolment may be refused or terminated on this 
ground. 

  

5 
I/we have read and fully understand and agree that enrolment in a Catholic college means that we and our child will 
participate fully in all required aspects of the educational program of the college including the Religious Education 
program of the college. 

  

6 I/we have read and fully understand and agree to comply with the St Mary’s College Code of Conduct.   

7 I/we have read and fully understand and agree to the terms and conditions set out in the College Fee Collection Policy.   

8 
I/we agree to abide by the Policies and directions of the college and the Catholic Education Commission of Western 
Australia as enacted from time to time. 

  

  

Application Fee to be remitted with this Application Form: $50.00 per child (this is a non-refundable fee) 
  
By signing this document implies an equal responsibility for payment of college fees. 

  

Signature of Parent(s)/Guardian(s) Signature Date 

Caregiver 1     

Caregiver 2 
    

  

  

PARENT CHECKLIST (Documents required to accompany enrolment form) Please Tick 

1 Copy of child’s Birth Certificate   
2 Immunisation History Statement (MyGov / Medicare print out)   
3 Copy of Medicare Card showing Student’s number and expiry   
4 Baptism Certificate and other Sacraments (if relevant)   
5 Current School Report (if relevant)   
6 Passport (if relevant)   
7 Visa / Citizenship Documents (if relevant)   
8 Custodial Court Orders (if relevant)   

  

  

For Office Use Only 

$50.00 
Application 

Fee 

Birth 
Certificate  
Attached 

Baptism/Sacrament 
Certificate(s) 

Attached 

Immunisation 
Records 
Attached 

School Report 
Attached 

Medical Alert 
Attached 

Data 
Collection 
Attached 

Passport/Visa/ 
Citizenship 

                

 


