
Enrolment enquiry comes in
(Office Staff)

Complete the enrolment enquiry form
(Office Staff)

 Identified complex additional needs - give the
enrolment enquiry form to a member of

Leadership to contact the family for further
information

(Office Staff / Leadership)

Straight forward enrolment - retain the
enrolment enquiry form at the office

(Office Staff)
Assess / discuss the need for a 

Pre-Enrolment meeting
(Leadership)

Arrange a pre-enrolment meeting with the
family if required

(Leadership)

Email / post family an enrolment pack and
Release of information Form

(Office Staff)

Once enrolment form comes in, office staff will
process into CASES 21

(Office Staff)

Send email to Team Leader, Leadership and
students previous school

(Office Staff)

Any further information that comes back from
parents / previous school, email to Leadership

and Team Leader
(Office Staff)

Establish class placement and start date for
student and advise office staff

(Leadership / Team Leader)

Engage / include Primary Welfare Officer
 if required

(Leadership / Team Leader)

Phone family to advise start date, classroom
number and teacher name

(Office Staff)

Primary Welfare Officer to provide further
assistance / advice to family if required

(Primary Welfare Officer)

Enrolment
Process

Phone previous school for information to
support the student to transition

(Leadership)


