Catholic Education
Diocese of Parramatta

ENROLMENT INSTRUCTIONS

The enrolment application consists of several parts:

Form A: Information we need from you

Form B: Consents and data collection

Form C: Full-fee paying overseas and exchange students (if applicable)

Form D: Contact information form for parent / carers not residing with a child (if applicable)

The information you provide is important and will be used to assess your child’s application based on our enrolment criteria. We will treat the
information you provide to us in accordance with our Privacy Policy (page 8) and the Standard Collection Notice (page 3). Information you
provide in this form may be sensitive. We will treat it with confidentiality subject to any requirements of the law to disclose information to
others.

When completed and signed by parents/carers, the enrolment application contains the terms and conditions of enrolment. Applications for
secondary school require a non-refundable application fee of $50. The principal will consider the completed application and may make an
offer to enrol your child at the school.

Your application does not guarantee an automatic place at the school. The school will notify you of the results of your application. If you
receive a letter of offer from the school principal and accept this offer, then your child will be enrolled. To accept this offer you will be
required to pay a non-refundable enrolment deposit of up to $100 (primary) and up to $300 (secondary), which will be used towards
your first term school-based fees.

Enrolment Letter of Offer Deposit
Application Signed by the Enrolment
Form A, B, C, D principal Toward Agreement

School-based fees

If you need an explanation of any of the questions or help in completing this application, please ask the school office staff for
assistance.
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CHECKLIST OF REQUIRED STUDENT DOCUMENTS FOR PARENTS AND PRINCIPAL

The following documents are required as part of the enrolment application. A COPY of the original documents must be provided with this
completed enrolment form. The original documents must be sighted by the school at the enrolment interview or as arranged.

FORM A

Document Name

Parent Checklist
To be submitted with
Enrolment Application

Parent Checklist

To be presented at
Enrolment Interview

School Use Only
Staff signature for
documents sighted

Passport size photograph of student

N/A

Proof of residential address (e.g. council rates notice, current

driver’s licence) Copy Original
Birth Certificate Copy Original
gggfgfz;lp/ReS|dency/V|sa (country of birth other than Copy Original
Parent gnd Child Passport and Visa (if student is not Copy Original
Australian)

Latest school report from previous school Copy Original
NAPLAN results (Years 3, 5, 7, 9 only) Copy Original
Sacr.ament certificates (Baptism and Confirmation if Copy Original
applicable)

Approved Immunisation Certificate Copy Original
Specjgl needs anq assessments reports fqr spegch, hearing, Copy Original
cognitive, occupational therapy or others (if applicable)

Medical Action Plan e.g. Asthma, Anaphylaxis (if applicable) | Copy Original
gllpepd”l(f::)llj)an e.g. Mental Health plan, Medication plan (if Copy Original
Family Court Orders / Parenting Agree.ments./ AVO/DVO Copy Original
| other documents relevant to student (if applicable)

Term & Conditions Original N/A

FORM B - To be completed with Form A

Document Name

Parent Checklist

School Use Only

Staff signature for documents sighted

Medical Consent Form Original form
Raffle Ticket Consent Form Original form
Photo Consent Form Original form
National Data Collection Form Original form

FORM C - For Overseas students (if applicable)

Document Name

Parent Checklist
To be submitted with
Enrolment Application

School Use Only

Staff signature for documents sighted

Addendum to Enrolment

Original form

FORM D - Contact information form for parents / carers not residing with a child (if applicable)

Document Name

Parent Checklist
To be submitted with
Enrolment Application

School Use Only
Staff signature for documents sighted

Addendum to Enrolment

Original form
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Catholic Education
Diocese of Parramatta

Standard Collection Notice
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mailto:privacy@parra.catholic.edu.au

CATHOLIC EDUCATION DIOCESE OF PARRAMATTA POLICIES

Our Catholic learning community has in place a range of policies that set our direction and address the rights and responsibilities of its
members. Our policies are available via . Alternatively please ask school staff for assistance. We recommend that
you familiarise yourself with the following:

SCHOOL FEES

School fees are determined annually by CEDP and schools. School fees comprise:
e annual diocesan tuition fees billed in three equal instalments
* annual diocesan building levy billed in three equal instalments
* diocesan temporary residents education fees (if applicable)
* school-based fees which are set and advised by schools individually

Information about diocesan tuition fee, building levy and Sibling Discount Policy are available on the system website
and are subject to variation and updates.

School fees are billed in three equal instaiments. All school fees must be paid within 30 days of the invoice date unless a payment
arrangement is agreed to by the school in writing prior to the payment due date. If parents/carers experience difficulties in meeting payments
within 30 days of the invoice date they must make special arrangements for a payment plan with the school. Parents/carers are
jointly and severally responsible for the payment of fees.

School based fees for items such as camps, excursions, materials or technology may be charged to a student’s account or may be payable
when they fall due at various times throughout the year.

A pro-rata fee based on days enrolled for the year is payable for enrolments commencing partway during the term. A full term's notice (10
school weeks) in writing must be given to the Principal before the parent/guardian terminates the student's enrolment. If sufficient notice of
the student's enrolment is not given, the parent/guardian is to pay the school one terms school fees including any Diocesan fees applicable.

One exception is that notice in writing will be accepted at any time during Term 4 in relation to the following year's enrolment.

For overseas students eligibility and fees are contingent on the visa status, as indicated by the visa sub-class. Parents must advise the
principal of changes to their visa status and sub-class as changes to a student’s visa status might also result in a significant changes in
applicable fees.

CEDP and its schools recognise that at times, parents/carers may experience financial hardship and have a genuine inability to pay school
fees. In order for the School to consider a payment arrangement or payment plan based on financial hardship, the parents/carers must
provide the School with a completed Application for Assistance Form, along with any other supporting documentation requested by
the School. Where school fee accounts are unpaid and no prior arrangement has been made by the parents/carers with the school, or
where arrangements made are subsequently not honoured by parents/carers, then the following school fee collection process applies:

*  Solicitors may be engaged by CEDP to follow up outstanding fees.

*  Parents/carers must pay all expenses incurred in pursuing recovery of overdue amounts, including (but not limited to) legal fees,
court costs, location administrative costs and any fees and commissions payable.

* Any legal judgements made by the court may be reported to a credit reporting agency.

SCHOOL ATTENDANCE, EDUCATIONAL PROGRAMS AND POLICIES

Our school offers comprehensive educational programs for your child. Such programs may be varied from time to time and this may include
the discontinuance of teaching subjects and other programs or replacement with other subjects or programs.

School activities include excursions and camps. These form an integral part of the school's educational program. In the event that a
parent/carer anticipates need for absence this should be discussed with the school prior to the event. The principal may discuss such
intended absence with you if it impacts upon the educational interests of your child.

Parents/carers have the responsibility to ensure that children in their care between the ages of six (6) and 17 attend school. If your child is
absent for short periods due to medical reasons and you know of the intended absence in advance please advise the school of the date/s of
the intended absence and provide reasons. Otherwise the school requires a written explanation from the parent/carer for every absence on
the next day following the child’s absence. Failure to comply with the attendance requirements of the Education Act 1990 may result in the
enrolment contract being terminated.
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If you wish to apply for extended absence of your child from school please do so well in advance of the anticipated date(s) of the
absence. To comply with law governing school attendance such requests may be refused.

The school does not undertake insurance of students’ personal belongings. We recommend that you obtain suitable insurance for
your child’s belongings (including family belongings brought to school) throughout the year.

SECURE INTERNET AND EMAIL

Students are provided with internet access and an email account to enable learning opportunities in a protected and secure environment.
Students must abide by the school’s policies. Students and parents/carers should be aware of our
and : see
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CATHOLIC EDUCATION, DIOCESE OF PARRAMATTA

PRIVACY POLICY

INTRODUCTION AND PURPOSE

OO OrIO D D000 M0 000 000 DO000mn Od 0mmo DO 00 0000 000 00 0D 000 [0
(OO O A O OO0 OO DOm0 M O00 o 00d. O O0om O 00000 oot e
(OO0 (0 0 00 O CO0 OO0 000 C0rCOooorod: SOOI [0 O 00 Comeod ood o

Cr0 (D 0O [ [0 0000 0 D0 e00m0 O0d - O0d O (i D O OO [ s 000000000 moo
OCd [MCOOOmOC T 00000 M OO0 OO0 O0d CrOCOCCO0d [0 O COr D W00 O OO0 OO [
(0 (00 CHOOOme Cd OO COeCo0 OO O romid d OO0 Ood m o Privacy Compliance
Manual "M 2018 IO 0] ) ) C1 e CE) ) CO0) OO CJm O O e e
d 000 OO0 O Ood Oimd O0d rO0m0 od - 00 00 O 00 00 O 00 000 O OO0 SO Od O
OO0 O M0 O0d 00 O OmooCd CI0 0

SCOPE

OO Or MM D00 000000 00 00D 00D I OOm0 0000 0d 0000007

O 0 O C0eed O 00 D] Ce T O [CTTo) COOmmed 00 000 00 O D00 00 Privacy
Act 19880 1 rUII0 I OOJOD rOdrd(D 00 Or0 000d 00 M0 00000 Or 0 O [0

(L [ o 000 Health Records and Information Privacy Act 2002 (1 RO rd (I

OCdCr 0 OrOC0 Oro0od Mo O0omD ROCrd O COCIHDI0 O OCeOmI0 D OO0 O Ommo d O O
OO0 D 00 00 DOm0 e DCCrd OO0 O e DCCIDEIII O 000 OO o 00 O00000m 00 [0 D000 OO0
(OO0 0 Do) eCCed OO0 0] (00 AT 0] (0 deCe T eOied [ 0 CoeeC00) O (0rd) O
(0 O DO OO 0010000 00D0 0od 00 0000 Cr 0000 e O OO0 (OO0 000 [0
OO0 OO0 O0d COOmOr 0 [0 00 d 00 O 00000 00 00 00000d - O 00000000
OO OO 00 000000 O 0 600 C00d - O OO0 0O

OO0 Privacy Act CLITRC) D D00 DO 0 Do e 00 T O 0 0 (e T (0] I
(T ) O [ COrO0) Cr e 0000 [0 COCT) O 0 Ce o000 O O 00 OO0 1
4201000 [T (o mdmdrrrrd C20 O I mr D ord O Cre e

DEFINITIONS

Parent O (T (T d M (T rd 0

Pupil U 00000 O 00 OO0 00 OO0 MO00000 OO0mCe ACOCOACmmD O Cooomomd G Ciid 00000
(CImd OO (om0 [ Oy D000 0 00d 000000

Sensitive information (1 CCrCECCO M) CIEE) OO0 (00 O 0 I e O] G CIETICI Gl
OO OO OIIOmCd O 00000 O 0000 Cr OO0 00 mod O OO OO O 00 C0e 0000
OO OO OO OO OO O IO OO0 O COr OO O Crd MO0 rd O

Enrolment - Instructions — Licenced under NEALS - 7
1295089_1:EXT:BCM



1. COLLECTION OF PERSONAL INFORMATION
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Personal information you provide
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Personal information provided by other people
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Nationally Consistent Collection of Data (NCCD) on Students with Disability
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2. USAGE OF PERSONAL INFORMATION
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Exception in relation to related schools
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3. DISCLOSURE AND STORAGE OF PERSONAL INFORMATION
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Sending and storing information overseas
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4. SENSITIVE INFORMATION
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5. MANAGEMENT AND SECURITY OF PERSONAL INFORMATION
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6. ACCESS AND CORRECTION OF PERSONAL INFORMATION
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7. CONSENT AND RIGHTS OF ACCESS TO PERSONAL INFORMATION OF PUPILS
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8. FURTHER INFORMATION
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