
Enrolment Policy 

Policy Number (PN): 3.8.1 
Last Revised: August 2022 





3 



4 
New Enquiries
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outlining the procedure for enrolment at the School including:  

(a)

supportin

g documentation;

(b)

a statement about the School Fees; and

(c)

an Application for Enrolment.

Enrolment information may also be made available in hard copy upon request. 

Sibling, Alumni children & Staff children Enrolment  

Existing Newcastle Grammar School famili es who are seeking an enrolment at our School 

must complete an Application of Enrolment form and submit to the Head of Enrolments as 

soon as possible but no later than January 30, two years before the year of entry
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 provided a copy of most  recent NAPLAN and/or any other external testing resu lts (ifapplicable); provided other educational supporting documents (if applicable); provided a copy of Court Orders and/or Parenting Plans (if applic

able);

 provided a copy of the child’s Medicare Australian Immunisation Register (A.I.R.)Immunisat ion History  Statement (obtained from MyGov.au website); provided other information about the child which the School considers necessary .

In addition, overseas students must also provide:  

 copies of Passport and Visa (subclass 500 required if enrolling as a CRICOSstudent); copies of the child’s last two school reports together with an English translation (ifapplicable) and a validation of the translation; two 

passport sized photographs;

 copy of English  language test resu lts (AEAS, IELTS); copies of ESL Reports for Intensive Language Schools; details of the child’s parents/legal guardian in Australia, who must be over 21 years,reside in Newcastle all of the tim

e and speak English;

 all required details and signed the School’s Supplementary Enrolment Form.

Failure to provide all required information may result in the School  

declining to enter the 

child’s name on the appropriate waiting list or delaying such entry, and may also result in 
the School declining or delaying the child’s enrolment.  

Waiting List Progressio n and A ssessment

 

The School will review the waiting lists r egularly. As part of the assessment process, the 
School may ask  the parents to provide more information about the child. Any 
assessments or reports required from non-

school personnel will be at the parents’ 

expense. 

Parents sho uld be aware o f the fo llo wing

: 

Kindergarten entry

: School readiness assessments and interviews occur in the year 

before entry; applications should be submitted in advance.  
Applications are processed in the following order:  

• S iblings, children of alumni and st aff children;
• East End /West  End Early Learning and Pre School enrolments;
• Date of application order.
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education 

providers making adjustments for students with a disability . Only  reasonable 

adjustments are required. An educational provider can be exempt from making an 

adjustment where it is proven that such an adjustment would cause unjustifiable 

hardship. 

Where a child has declared education support needs or a disability  or other information 

has come to light indicating a possible need for education support  services or for some 
measures or actions to assist the child to participate in the School’s courses or 

programmes or to use the School’s facilities or services, the School will make an initial 

assessment of the child’s needs. This will include consultation with the child or the child’s 
parents. In addition, the Head of School may:

 

(a) require the parents to provide me dical, psychological or other reports from
specialists outside the School;

(b) obtain an independent assessment of the child.

Where information obtained by the School indicates that the child has a disability , the 
Head of School will seek to identify the exact 

nature of the child’s needs and the strategies 

required to address them. Having obtained this information, the Head of School will 

determine whether the child, if enrolled, would require some measures or actions to assist 
the child to participate in the S chool’s courses or programmes or to use the School’s 
facilities or services that are not required by students who do not have the child’s 

disability . Where the Head of School determines that the child would require some such 

measures or actions, the Head o f School will seek to identify whether those measures or 
actions required are reasonable in that they balance the interests of all parties affected. In 
assessing whether a particular measure or action for a particular child is reasonable, the 

Head of School will have regard to all the relevant circumst ances and interests, including:  

(a) the child’s disability;
(b) the views of the child or the child’s parents about:

• whether the particular measure or action is reasonable;

• the extent to which the particular measure or action would ensure

that the child was able to participate in the School’s courses or

programmes or to use the School’s facilities or services on the same
basis as a child without the disability ;

(c) the effect of the adjustment on the child, including the effect on the child’s:

• ability to achieve learning outcomes; and

• ability to participate in courses or programmes; and

• independence;
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(d)

the effect of the particular measure or action on anyone else affected,including

 

the School, its staff and other students;

(e)

the costs and benefits of taking the particular measure or action.

The School

 

will take measures and actions that are reasonable but will not necessarily 

take measures or actions that are unreasonable or that would impose unjustifiable 

hardship on the School. In determining whether taking the required measures or actions, 

even thou

gh they are reasonable, would impose unjustifiable hardship on the School, the 

Head of School will take into account all relevant circumstances of the case, including:

 

(a)

the nature of the benefit or detriment likely  to accrue or be suffered by anypersons co

ncerned (including other students, staff, the School, the child, the

family of the child, and the School community); and
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The School also reserves the right to terminate an enrolment where the parents have not 
declared or have withheld known information pertaining to the ir child’s needs.

 

OFFER  

At the satisfactory conclusion of the assessment process, the School may make an offer 

to the parents to enrol the child. To accept the offer, the parents must , within seven (7) 

days of receiving it, deliver to the School: 

(a)

the Acce

ptance Form which includes acceptance by the parents of the

current Conditions of Enrolment;

(b)

the non

-

refundable Entry Fee.

Failure to reply within the required time may result in the position being re - offered where 
other children are waiting for entry to the School.  

STUDENTS LEAVING THE SCHOOL  

When a student who is of compulsory school age (below seventeen (17) years of age) 
leaves the School, the School must ask the parents to advise the School of the student’s 

new school. If this information regarding the destination of the student is not provided and 

therefore is unknown, the Head of Enrolments must inform the Head of School who, within 

seven (7) days of being notified, must inform the Department of Education 

(attendance@det.nsw.edu.au

mailto:attendance@det.nsw.edu.au
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RELATED POLICIES: 

• Application for Enrolment Form
• Attendance Policy
• Behaviour Management Policy 
• Conditions of Enrolment Policy
• International Students Policy and Procedure
• Privacy Policy
• Student Code of Conduct 
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