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POLICY TITLE:  Enrolment Policy and Procedure 
 

BOARD APPROVAL DATE: February 2020 SIGNED BY CHAIR:  
 

BOARD REVIEW DATE:  February 2023 

  
OVERVIEW: 
 
Rockingham Montessori School, offers places, where vacancies occur to support mixed aged groupings 

and the developmental periods of the child. Rockingham Montessori School has a responsibility to Staff 

and the community to fill any vacancies with suitable new students. This Policy has been formulated to 

clearly define the process to be taken by both the prospective family and the School staff. 

 

PRINCIPLES: GUIDELINES: 

1. During each term the Principal will review the movement between classes to determine how many 

enrolments are needed to cover any students who may transition to the next level or who may be 

leaving. The Principal will determine the number of places available. 

 

2. Children are eligible for admission following their third birthday, subject to staff assessment 

of their readiness and the availability of places. The School practices staggered entry for the benefit 

of the children. The actual time of entry is at the discretion of the Principal and the Classroom 

Teacher. 

3. Selection Criteria: 

 

       Children's House Children: 

The Principal will decide to whom places will be offered based on the following selection criteria: 

 Age balance within the classroom 

 Position on the waiting list. Preference given according to the following factors, in 

order:  

o Sibling status 

o Whether the child attended the Rockingham Montessori Infant Toddler 
Program or another Montessori Playgroup 

o Whether the child is transferring from another Montessori School 
 

 Children who are not siblings, Infant Toddler participants or Montessori transfers will be 

considered in respect of length of time on the waiting list 
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 Commitment of the family to the Montessori Philosophy and the School's mission 

 statement 

    Children returning to RMS will be reviewed with the above criteria in mind  

Lower Primary Children: 

The Principal will determine, in consultation with the Class Teacher/s, whether it is appropriate 

to offer places for children at this level. 

 
Places will be offered based on the following selection criteria: 

• Sibling status 

• Transferring from another Montessori School 

• Commitment/involvement of parents 

• Children returning to RMS 
 

Upper Primary Children: 
 

The Principal will determine, in consultation with the Class Teacher, whether it is appropriate to 

offer places for children at this level. 

 
Places will be offered as per the selection criteria for Lower Primary children. 

 
Children who have not been enrolled in a Montessori school previously, and who are nine years 

old or over, will be offered a place at the Principal's discretion and will be given an extended trial 

period. 

 
4. Conditions of Acceptance of Place: 

 
Offers of placement must be accepted within 14 days by returning the Enrolment Agreement and 

Admission Fees (Enrolment Fee and Enrolment Deposit Bond). 

 
The School strongly encourages each child to complete the (3 year) cycle at which he/she enters. 

Withdrawing a child before the completion of the program may upset the child's educational 

development and disturb the age balance in the class, creating a gap which is difficult to fill. This 

position is supported by the Bond Deposit policy, which states that families will not be refunded 

the Bond Deposit should the child be withdrawn from the School prior to the completion of six 

full terms at the school. 

 
The School expects that parents demonstrate a commitment to the Montessori philosophy and 

operation of the School. Parents are expected to attend Parent Education Evenings organised 

by the teaching staff. 

 
Parents are encouraged to participate in fundraising activities and Busy Bees. 

 

Returning families will be considered as new families with regard to bonds, fees, etc. 
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5. Timing of Entry 
 
The School adheres to the Montessori principle of staggered entry to enable maximum attention 

to be given to each new child in the class and to assist the children to adjust to their new 

environment. Commencement dates are determined and notified by the Class Teachers. 

 
6. Transfers 

 
Once children have commenced in a class at the School, they will not be transferred to another 

class.  (Exceptional circumstances may be considered at the discretion of the Principal). 

 

7. Deferrals 
 
Requests by parents for deferred entry are generally not granted, but each case will be 

considered on its merits.   Requests for deferred entry must be made in writing to the Principal. 

 
The School may, however, advise a deferred start. In this case a place will be held without the 

imposition of fees until the entry date given by the Principal. 

 
PROCEDURES: 

 
1. A family makes an enquiry and is issued with an Information and Application Pack by the 

Administration Officer. This pack will contain: 

o Application for Admission Form 

o Fee Schedule  
o Playgroup Flyer and/or Adolescent Program Prospectus,  
o Rockingham Montessori Information Pack 

 
2. The Application for Admission Form and Application Fee is returned and received by the 

 Administration Officer. 

 The Administration Officer records the child's details in MAZE (The schools computer 

package). Their status being defined as "Future Student" and their name added to the 

Waiting List. 

 The Administration Officer will receipt the Application Fee. 

3. An acknowledgement email and receipt is forwarded to the family by the Administration Officer, 

notifying them that their application was received and their child is now on the Waiting List 

(Appendix 3).  

 

4. The Waiting List, through MAZE, will be updated as each new application is received.  

 

5. When a place becomes available an interview with the Principal will occur and the completion of 

the enrolment interview form will be completed. Parents will be advised at this interview that an 

observation in the child’s future classroom is favorable.  This observation helps to enhance an 

awareness of Montessori methods of teaching, and enhance the family's understanding of the 

School. Appointments to attend an observation are available via the school administration.  A 

letter will then be sent to the prospective family by the Principal, inviting them to attend an 
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orientation interview with the Class Teacher (Appendix 4). Following the interview and the 

successful completion of at least two classroom visits by the child, the Class Teacher will advise 

the Principal by completion of a Notice of Placement Form (Appendix 5). 

 
6. The Principal may then send an Offer of Placement (Appendix 6) and Enrolment Agreement 

(Appendix 7) to the family detailing an anticipated start date and other relevant details. A School 

Handbook will be forwarded with the Offer of Placement letter. 

 
A copy of this letter will be forwarded to: 

 The Class Teacher 

 Kept in the Childs record file  
 

This process will be recorded by the Administration Officer on MAZE. 
 

7. The Offer of Placement is confirmed upon receipt of all paperwork and the payment of the 

Admission Fees. The Administration Officer will update MAZE accordingly and advise the 

classroom teacher via completion of a Notice of Placement Form (Appendix 5) when this has 

occurred. 

 
8. Once a child has been accepted into the School, the Administration Officer will compile a file for 

the child. This file will contain the following: 

 Application Form  

 The Original Health Form  

 Enrolment Agreement 

 Copy of Birth Certificate 

 Copy of Immunisation Record 

 Any past school reports, if applicable  

 Withdrawal Declaration 

 
9. Before the commencement of Lower and Upper Primary children, several visits by the student to 

their newly enrolled class are required. The duration of these visits will be determined by the Class 

Teacher and Principal. 

 

10. Monthly reports of the Waiting List and existing class sizes (age specific) will be generated through 

MAZE by the Administration Officer and will be provided to the Principal. The Principal will forward 

this information to the School Board. 

 
11. The Enrolment Procedure Checklist (Appendix 9) will be utilised at all stages of the enrolment 

procedure to track a child's application status by recording the following: 

 Enrolment Information Pack sent 

 Enrolment Application Form received 

 Acknowledgement letter and receipt sent 

 Child on waiting list 

 Invitation to attend interview 

 Interview completed 

 Visits to classroom completed 
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 Offer of Placement sent 

 Enrolment Agreement and Admission Fees received 

 Withdrawal Declaration received 
 

RESPONSIBILITIES 
 

1. The Principal is responsible for: 
 Reviewing class movements to determine number of places available each term 

 Determining which children will be offered places in line with the policy 
selection criteria  

 Maintaining the Waiting List 

 Inviting a prospective family to attend an enrolment interview and liaising with class 

teacher re: same 

 Arranging orientation and trial visiting dates for newly enrolled children  

 
2. The Class Teacher is responsible for: 

 Conducting Orientation interviews 
 Notifying the Principal once enrolment interviews and classroom visits have been 

successfully completed (using the Notice of Placement Form) 

 Accepting the child to the classroom only on receipt of an Authority to Accept a Child 

Form 

3. The Administration Officer is responsible for: 

 Compiling Enrolment Information Packs 

 Sending Offer of Placement letters and School Handbooks to successful 

children, and forward copies of these letters to the class teacher 

 Sending Enrolment Information Packs to prospective families 

 Receiving the Enrolment Admission Forms 

 Entering child's admission information into MAZE and recording the child on the Waiting 

List 

 Generate monthly reports of the waiting list and existing class sizes and distribute to 

Principal. 

 Forwarding the Enrolment Application Fee to the Finance Officer 
 Receipting the Enrolment Application Fee 

 Invoicing Admission fees 

 Welcoming 'drop by' enquiries to the School  

 Compiling Handbooks 

 Compile child's file on acceptance to the School 
 Receipting the Admission fees and recording receival of these fees on MAZE 
 Notifying class teachers when a child’s enrolment documentation and fees are paid via a 

Notice of Placement Form 
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APPENDICES 

 
1. Application for Admission Form Primary School 
2. Application for Admission Form Adolescent Program  

3. Fee Schedule for current year 

4. Acknowledgement Letter 

5. Orientation and Visit Date Letter  

6. Notice of Placement Form 

7. Offer of Placement 

8. Enrolment Agreement 

9. Withdrawal Declaration 

10. Fee Agreement for current year 

11. Enrolment Procedure checklist  
 
 

RELATED AND SOURCE DOCUMENTS: 

 
1. Fee Policy and Schedule 
2. Bond Deposit Policy 
3. Transition Policy 
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Student Surname: 

 

Given Name's:  

Date of Birth:  Gender:  Male     Female 

Country of Birth:  

 Australian Citizen  Australian Resident  Other 

 
Has your child previously attended a Montessori School or Playgroup? 

 
 Yes     No 

If Yes, which Playgroup?  

  
Current Home Address: 
 
 

Current School: 

Siblings: Name  Age  

 Name  Age  

 

Parent/Guardian Details 

 Parent Guardian One Parent Guardian Two 

Name & Surname:   

Business Phone:   

Home Phone:   

Mobile Phone:   

Email Address:   

I declare that this information is true and agree with the  
conditions of the application procedure (see back page) 

Signed:                                                                                    Signed: 

Date:                                                                                        Date: 

 
In order for this application to be processed a copy of the child’s Birth Certificate, Immunisation form and Visa (if 
applicable) needs to be attached, along with the $110.00 

OFFICE USE ONLY: Date the following received:_______/_______/_______ 
 $110.00 Paid  Copy of Birth Certificate       Copy of Immunisation form        Copy of Visa        Entered 

Rockingham Montessori School Inc. • ABN 68 115 270 695 
7 Attwood Way, Rockingham WA 6168 • P 9528 2118 •  
reception@rms.wa.edu.au • www.rms.wa.edu.au 
 

SCHOOL BANK DETAILS 
BSB: 036 074   Acct: 673288 
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Interpretation: 
 In these Conditions except where the context indicates to the contrary:  (a) the word ‘parent’ includes ‘legal guardian’, (b) the singular 
includes the plural and vice versa, (c) the word ‘school’ means “The Rockingham Montessori School’, (d) ‘The School Board’ means the 
governing body of the school at that time. 

Agreement by Parents or Legal Guardians: 

1. I/we the parent(s)/legal guardian(s) of the student named above acknowledge having read the conditions on this page and on the reverse side of this form 
and agree to be bound by them as well as any other conditions which may be in force at the school, together with the Constitution and Rules of the school, 
whether or not I/we have received written notice thereof.  Where there is more than one parent set out above we also acknowledge that we are jointly 
liable to pay all fees which become due and payable to the school in respect of the student named above in this enrolment. 

 
2. I/we agree that my/our child or ward may participate in organised activities, excursions, sports and games organised by the school and I/we further agree 

that neither the school, its officers, servants nor volunteer helpers shall be liable in any way for any injury or damage sustained by my/our child or ward in 
the course of, or arising out of, any such activities, excursions, sports or games, howsoever caused or incurred or sustained.  I/we acknowledge that my/our 
child will, at all times, be in the care of teaching staff. 

 
3. I/we further agree that where my/our child or ward requires medical attention, or by reason of any emergency concerning my/our child or ward the school 

may, by its officers, servants, or agents obtain medical assistance from a duly qualified medical practitioner or health professional for my/our child and I/we 
duly authorise the school, any teacher employed by the school or, in the absence of either, any parent volunteer on duty at the school to take such steps 
and do all such things as are in her/her opinion necessary and reasonable in respect of my/our child and we further agree that any costs incurred by the 
school in respect thereof shall be charged to me/us and will be paid to the school by me/us. 
Fee Structure: 

1. The fees payable to the school for each student in respect of each term are payable prior to the commencement of each term, unless other arrangements 
are made with the School. 

 
2. No remission or refund of fees shall be made should a student be absent from, or not able to attend, School for any reason. 
 
3. Should a parent default in the payment of monies due to the School when such monies are or become due for payment, then all monies payable to the 

School shall immediately there upon become due and payable to the School without the requirement for demand thereof.  If any such monies are not paid 
by the parent responsible for payment thereof within seven days of the date upon which they become payable as aforesaid, the School Board may, at its 
discretion, terminate the enrolment of the student without prejudice to any of its other rights or remedies.  Furthermore, the School shall be entitled to 
charge interest on any such monies at a rate of 15% per annum from the date upon which the said monies become payable until the date of actual 
payment. 

 
4. A parent whose child is enrolled at the School shall pay such an amount by way of school fees, tuition fee and other fees or levies as determined by the 

School Board. 
 
5. Notwithstanding as set out in these Conditions the School Board may terminate the enrolment of any student where the fees or levies payable in respect 

of that student remain outstanding for a period in excess of one full school term. Furthermore, the School Board in its discretion may impose up to one 
term’s fees additional penalty in lieu of notice by the parent (see Condition 6). 

 
6. A parent may terminate the enrolment of a student at the School providing that parent gives the School no less than one full term’s notice, in writing, of 

intention to terminate that enrolment.  This will be dated from the receipt date of the written notice by either a member of the School Board or the 
Principal.  Where the proper notice to terminate a student’s enrolment is not given as foresaid, the School Board, in its discretion, may charge or require 
the parent to pay to the School an amount not to exceed one full term’s fees in respect of the student, in lieu of such notice.  No remission or refund of 
fees shall be made or given by the School should a student’s enrolment be terminated before the end of a school term. 

 
7. Any expenses, costs and disbursements incurred by the School, or which the School otherwise becomes liable to pay, in recovering or seeking to recover 

any monies outstanding and owed to the School by any parent whether in respect of the enrolment of a student at the School or otherwise, including 
postage charges, debt collection agency fees, solicitor’s costs and court fees and charges, shall be payable by the parent in respect of whom such 
expenses, costs and disbursements are incurred and shall form part of the monies payable by such parent. 
I/we agree as follows 

a) I/we shall give written notice to the School of any change in my/our residential address or contract address as notified to the school and the contact 
address of the student whose details appear in the Agreement within seven days of moving to that new address. 

 
b) I/we shall ensure that my/our-enrolled child understands and complies with the Rules of Behavior of the School. 
 
c) I/we shall report to the Principal or School Board any damage done or loss occasioned by my/our child to any property of the School, and I/we shall pay to 

the School the cost of repairing any such damage. 
d) That this Agreement shall be of full force and effect and operate from the date upon which it is accepted by and on behalf of the School.  Unless 

otherwise negotiated between the School and the parents, enrolment of the child commences upon the date of acceptance of this application by the 
School Board. 
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Appendix 3 

Rockingham Montessori School Inc 
2020 FEES AND CHARGES INFORMATION 
 

Registration  

In order to register a student to be considered for enrolment, an Application form must be completed and 

lodged at the School, along with a non-refundable payment of $110 to contribute to administration costs 

associated with the application process.  Please note that the acceptance of an Application form by the School 

does not guarantee an offer of enrolment. 

Enrolment & Bond  
Following a successful interview and visit dates, a place may be offered.  

1 Acceptance of an offer of a place will be confirmed upon payment of a $420 one off Enrolment Fee and a 

Bond Deposit (which is equivalent to a full term’s fee). The bond is only refundable to students who 

withdraw from the School following completion of six full terms in the school, on the condition that the 

School is given one full Term’s notice in writing.  Please note: Sibling Bond Deposits do not attract sibling 

discount. 

2 The enrolment fee confirms your commitment to Rockingham Montessori School and confirms the 

student will take the position offered in the formal Letter of Offer. 
 

Notice of withdrawal 
The school requires one full term’s notice in writing of a family’s intention to withdraw their child from the 

school. Failure to provide the term’s notice will incur one term’s fees from the date of written notification. 
  

School building fund 
The School has a Building Fund to which parents are encouraged to donate.  The Fund is a Deductible Gift 

Recipient approved by the Australian Taxation Office, and therefore all donations over $2.00 are eligible for 

income tax deductions. 
 

Child care cash rebate  

Parents of Kindergarten and Pre Primary students may be eligible for a Centrelink Rebate.  At the end of 

term, and after payment of the term fees, please request a special purpose Centrelink Statement from 

Administration. 
 

2020 Secondary Assistance Scheme 
Parents/Guardians with eligible concession cards can apply for the Secondary Assistance Scheme (SAS).  For 

Application forms contact the Adolescent Program office (9500 7660) 
 

2020 Termly & Annual tuition fees   (Invoiced annually) 

*NOTE: Infant Toddler Program cost is $20 per session.  

Families are required to pay fees upfront within four weeks of commencement.  Payments (school fees only) made in full  

re entitled to a 2% discount.  Please refer to ‘Fee Payment Agreement 2020’ for terms and conditions. 

Per 
Infant Toddler 

Program 
Children’s House Lower Primary Upper Primary 

Adolescent 

Program 

TERM * $1,607.50 $1,607.50 $1,607.50 $1,800.00 

YEAR * $6,430.00 $6,430.00 $6,430.00 $7,200.00 
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Sibling discount   
A reduction as set out below is made for each sibling concurrently enrolled at the School, other than the eldest.   

 
 
Overdue accounts  
 

If a payment plan has not been put in place by 28 February or within four weeks of commencement, a late fee of 
$35.00 will apply.  If fees remain unpaid, the School reserves the right to terminate the enrolment of a student and 
payment of the debt will be pursued through the school’s debt collectors.  
 

Camp/Expedition/Odyssey 
Camp/Expeditions/Odyssey fees are as outlined below and will be placed on the annual invoice to help families pay 
in instalments along with their fees. 

 
 
 
 
 

Excursions/incursions 
The following estimates have been made of the possible additional costs for excursions or incursions in 2020.  This 
information is provided to assist families in their budgeting; however, it is indicative only and may vary. 

Payment of accounts  
RMS has the facility to direct debit your bank account. Please refer to ‘Fee Agreement Form’.  Lump sum Tuition Fees 
and charges may be paid by Cash, Cheque, MasterCard, Visa or internet transfer.  Cheques should be made payable 
to Rockingham Montessori School. EFTPOS facilities are available at the School Office.  Please note a 1.62% surcharge 
applies to all credit card transactions. 

 

Each child 

Primary School Adolescent Program 

Annual 
Fee 

 Term Fee 
Total 

discount  
Annual 

Fee 
 Term Fee 

Total 
discount  

First Child $6,430.00 $1,607.50 - $7,200.00 $1,800.00 - 

Second 

Child 10% 
$5,787.00 $1,446.75 $643.00 $6,480.00 $1,620.00 $720.00 

Third 

Child 45% 
$3,536.50 $884.15 $2,893.50 $3,960.00 $990.00 $3,240.00 

Fourth 

Child 45% 
$3,536.50 $884.15 $2,893.50 $3,960.00 $990.00 $3,240.00 

Camps 

Lower Primary 

Camp 

Upper Primary 

Camp 

Middle School 

Expedition 

Senior School 

Odyssey 

$200 $250 $300 $500 

Excursion/Incursion 

Children’s House Lower Primary Upper Primary Adolescent Program 

$50 $50 $50 $100 

Address: 7 Attwood Way Rockingham WA 6168   Phone (08) 9528 2118    ABN 68 115 270 695 
Email reception@rms.wa.edu.au                                                                                   
 

mailto:reception@rms.wa.edu.au
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Appendix 4 
 
 
 
 
Date 
 
 
 
Mr & Mrs XXXXXX 
Address XXXXXXX  
XXXXXXXXXXXX 
 
 
 
Dear XXXXXXXXXX 
  
Thank you for your child’s application to attend Rockingham Montessori School.  Your child has 
now been placed on our wait list.  You will be contacted should a potential place becomes 
available. 
Please ensure we are kept up to date with your contact details including address, phone number 
and emails. 
 
If you have any questions regarding your child’s place on our wait list, or the enrolment 
procedure, please do not hesitate to contact us at the school. 
 
 
Yours sincerely, 
  

 
 
Administration Officer 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Rockingham Montessori School Inc. • ABN 68 115 270 695 • 7 Attwood Way, Rockingham WA 

6168 P 9528 2118 • F 9528 7107 • reception@rms.wa.edu.au • www.rms.wa.edu.au 
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Appendix 5 

 
 

 Date 
 
 
Mr & Mrs XXXX 
Address  
XXXXXXX 
 
 
 
Dear XXXXXXXX 
  
We would like to offer your child, XXXXXX the following visiting dates at Rockingham Montessori 
School: 
 
VISIT DATES  
 

Class:    XXXXXX 
 
Orientation date:   XXXXXXX 
Time:    3.00pm-3.15pm  

 
This orientation meeting with your child and the classroom teacher is an opportunity for your 
child to familiarise themselves with their classroom for the following visit days. 
 
1st Visit date:   XXXXXXX 

Time:    9.00am-10.30am  
 
2nd Visit date:   XXXXXXXXX 
Time:    9.00am-10.30am   
 
PLEASE BRING:  

A healthy morning snack and a change of clothes. 
  
      
 

Please confirm these visits with the school (by letter, email or phone call) ASAP. 
 

On completion of successful visits your child may be offered a place, in accordance with our 
enrolment policy. 
 

If you have any further questions, please don’t hesitate to call me. 
 
 

Yours sincerely, 
 

 
 

Vanessa Aikins 
Principal 

 
Rockingham Montessori School Inc. • ABN 68 115 270 695 • 7 Attwood Way, Rockingham WA 6168 

P 9528 2118 • F 9528 7107 • reception@rms.wa.edu.au • www.rms.wa.edu.au 

 

http://www.rms.wa.edu.au/
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Appendix 6 
 
 
Notice Of Placement Form  
  

Congratulations, your child________________ has been accepted into 
the ________________ Class. 
 
Please take this slip to the office where you will receive an Enrolment 
Pack including enrolment forms and information for your child. 
 
Upon receipt of the Bond & Enrolment Fee your child is invited to 
commence in the class on _______________________. 
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Appendix 7 
 
 
Date 
 
 
Mr & Mrs XXXXXX  
Address XXXXXX  
XXXXXXXXXXXX 
 
 
Dear XXXXXXX, 
 
RE:  Your child’s enrolment at Rockingham Montessori School 
 
It is with pleasure that I offer your child, XXXXX a place at Rockingham Montessori School in the 
XXXXX class. Your child’s start date will be discussed with you by the class teacher.  A piece of fruit 
for morning snack and a hat is required each day. 
 
Please find enclosed with this letter the following: 
 
 1. An Enrolment Agreement and Handbook 

2. An invoice for Admission Fees comprising the Enrolment Fee and Enrolment Deposit 
Bond. 

 
We regret your child will be unable to commence attending the School until the Enrolment 
Agreement and Admission Fees have been received by the School.  
 
School Fees are paid annually, termly, monthly or fortnightly however a School Fee Agreement can 
be arranged with our Finance Manager in a method best suited to you. 
 
Please do not hesitate to contact the School if you require further information. 
 
We look forward to welcoming your child and your family into the School. 
 
 
Yours sincerely, 

 
 
 
 

Vanessa Aikins 
Principal 
 

 

 
   

 

 

  Rockingham Montessori School Inc. • ABN 68 115 270 695 • 7 Attwood Way, Rockingham WA 

6168   P 9528 2118 • F 9528 7107 • reception@rms.wa.edu.au • www.rms.wa.edu.au 

 

 

http://www.rms.wa.edu.au/
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Appendix 8 
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Appendix 9  
 
 

ROCKINGHAM MONTESSORI SCHOOL 
 

DECLARATION 
 
I/ We …………………………………. &……………………………………………………………………………… 
 
of (address)………………………………………………………………………………………………………..…. 
 
……………………………………………………………………………………………………………………………... 
 
do hereby sign this declaration stating that we accept the terms of Rockingham Montessori 
School’s Enrolment Agreement that requires us to give one term’s notice of intent to withdraw 
our child/ren. 
 
Written notice must be given no later than the first day of the Term immediately preceding the 
Term during, or at the end of, which the student is to be withdrawn. 
 
I/we understand that if we fail to provide this written notice then I/we will be liable to pay one 
term’s fee in lieu of sufficient notice. 
 
I/we understand that if my/our child leaves the school and has been at the school for less than 
6 terms, the Finance committee has the right to withhold the bond. 
 
Declared by ………………………………………………………………………………….……….…….……… 
    (please print parents/guardians names) 

 
On this ……………………….………. day of…………………….………….…….……….…….…20……. 
 
At …RMS………………………before………………………………………………….…..….…   Principal 
 
Signed: (Parent 1)  ………………………………………………………...….………………. 
 
             (Parent 2)                       ……………………………………………………………………………… 
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Appendix 11 
 

  
Enrolment Procedure Checklist 

 
     STUDENT NAME:__________________________DOB:___/____/____ 

 

STEP 
DATE & 
INITIAL 

1 APPLICATION 

 

 Application Form Received 

 $110 paid & receipted 

 Birth certificate received 

 Immunisation form received 

 

2 WAITLIST 

 

 Add to MAZE with status of “WAITLIST” 

 Add to Waitlist DOCUMENT 

 Add to Waitlist FILE 

 Acknowledgment & Waitlist letter sent 

 

3 INTERVIEW 

 
 Interview date organised 

 Interview notes in student’s file  

 

4 ORIENTATION & VISIT DAYS 

 

 Orientation & Visit day letter to be sent once days are set 

 Copy of O&V letter given to teacher along with interview notes AND 

application form. Copy placed in student’s file 

 Inform teacher of RSVP 

 Letter of Offer sent with Handbook pack via teacher 

 

5 BEFORE START DATE 

 

 Bond payment received 

 Enrolment payment received  
 Child’s status changed to ‘Current’ on MAZE  

 Invoice family for Bond, Enrolment and rest of year Fees  

 ‘Authority to Accept Child’ sent to teacher 

 Student file made 

   Forward Transfer note to previous school                           N/A  

 

  

 


