MELROSE
ERIMARY

EDUCATI

ENROLMENT
PROCESS

We are currently taking Enrolments at Melrose Primary School.

Our school uses the Department of Education’s secure digital enrolment system called
VicStudents. This means you can submit your enrolment application online and receive
updates through the system. If you have any questions about the online enrolment process,

please contact our school on 0260 591 955.

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

CHECK YOUR SCHOOL ZONE
To see if Melrose Primary School is your
closest neighbourhood school to your
home address

DOWNLOAD/READ THE
DEPARTMENT OF EDUCATION
INFO PACK FOR PARENTS

CHECK YOU HAVE A CURRENT
VIC SERVICES ACCOUNT
LOGIN

Link:

https://melroseps.vic.edu.au/

Link:

https://www.findmyschool.vic.gov.au

Links:

Foundation Students
https://www.vic.gov.au/enrolling=
foundation-prep

Year1- 6 Students
https://www.vic.gov.au/how-choose-
school-and-enrol

Link:

Log In | Service Victoria

Link:
https://students.educationapps.
vic.gov.au/s/

Step by step instructions on how to process your online application are in the following pages

STEP 6

STEP 7

ENROLMENT OFFERS GO OUT
TO FAMILIES

FOUNDATION TRANSITION
PROGRAM

Information on our Term 4 Transition

dates and Program will be sent home
to families early in Term 4

Offer Accepted - Parents/carers accept the offer at
the school they will enrol in, (all other schools
offers will then automatically decline) and then
complete and submit the online enrolment form.

SCHOOL TOURS

Please contact the school office if you would like a
tour of our facilities, or to ask any questions you may
have around the enrolment process

0260 591955



https://melroseps.vic.edu.au/
https://www.findmyschool.vic.gov.au/
https://www.vic.gov.au/enrolling-foundation-prep
https://www.vic.gov.au/enrolling-foundation-prep
https://auth.service.vic.gov.au/login/login?goto=https%3A%2F%2Fidc.service.vic.gov.au%3A443%2Fam%2Foauth2%2Fauthorize%3Fclient_id%3Dcwp-prod%26scope%3Dopenid%26response_type%3Dcode%26redirect_uri%3Dhttps%3A%2F%2Fservice.vic.gov.au%2Flogin%26state%3DreturnUrl%253DL2Rhc2hib2FyZA%25253d%25253d%26nonce%3D55b997a1194f460fb4fb8c6cdc6c6ad0%26login_hint%3D%257B%2522email%2522%3A%2522%2522%2C%2522firstName%2522%3A%2522%2522%2C%2522lastName%2522%3A%2522%2522%2C%2522phone%2522%3A%2522%2522%257D%26acr%3DcustomerLogin%26acr_sig%3Dzd1_zLXOpdAcyThlXeYw70fpwhLBJAJvLLBTrXC04Vs%26createFlag%3Dca&realm=/alpha&service=CustomerLogin
https://students.educationapps.vic.gov.au/s/
https://students.educationapps.vic.gov.au/s/

Step by Step instuctions on how to submit your online application
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VicStudents Online Enrolment Parent/Carer Guide

Enrolling your student is quick and easy using the device of your choice.

To log in to the VicStudents portal, all users must use a Service Victoria (Service Vic) account.

Select the following link: hitps://students.educationapps.vic.gov.au/s/. Then select Log in Via Service Victoria

» If you already have a Service Vic account: Sign in using your existing account details. VicStudents

¥ - A . A Victorion Government platform
If you do not have a Service Vic account: Follow the prompts to create your Service Vic account. helping parents and carers
access school services in ong

Then return to the VicStudents portal and log in using those details. place.

If you have used the VicStudents portal previously: You will now need to log in using a Service
Vic account. Previous login methods are no longer supported.

If you experience any access issues, follow the Service Victoria account recovery options .

Submit an enrolment application

Before starting, have relevant digital documents ready to upload to your application eg

of address, proof of name and date of birth

. Select Enrol in a Victorian Government School from the homepage

. Read Before you start to check eligibility then select Get Started

. Select Apply from the Enrolment homepage

. Select New Student and answer the mandatory questions related to your student

. Read the Privacy Notice then select Continue

. Complete details for student, address, school and family sections

. Select one to three school preferences
Note: Only some schools are available for online application

. Select l understand to acknowledge that only one school offer can be accepted start a new application
MNote: Use the save button to save a draft and return later to complete and submit the application Vickrian e

ey

9. Upload relevant requested documents

10.Read Review and Declaration and check all details are complete and correct. Then @
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tick the acknowledgements
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Note: Once submitted enrolment application details cannot be changed
11.Select Submit
12.Read the review confirmation and select Proceed with Submission
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13. Select Close in the Application Submission screen to return to the VicStudents
homepage . - |




View an application

1. Select Enrol in a Victorian Government School from the homepage. Then select Get Started
2. Scroll down to the My Applications section, or click on Applications on top menu bar
3. Select View to monitor and manage the relevant application
4. Monitor the application by viewing the application details and status bar
« Select View More Details to view application details
» Select Add Files to add files to the application

+ Select Withdraw Application and enter a reason. This will change the status to Closed

Accept or do not accept an offer

IMPORTANT NOTE: All offers must be accepted via the portal.

When a school makes an offer, you will be notified via the VicStudents portal and by email.

Note: Your email will include a link to log in to the VicStudents portal.

1. Navigate to the Enrolments homepage 9

2. Scroll down to the My applications section 2 —

3. Select View on an application with status '‘Place Offered’

4. Select Proceed with Acceptance to accept the enrolment offer. Or select Do Not
Accept to decline the offer. (You will only be able to accept one school offer)
— If selecting Do Not Accept, enter a reason and the application will be closed
— If selecting Proceed with Acceptance you can only accept one school offer. Select
| understand to confirm and proceed

. Read the Privacy Collection Notice. Then select Continue to complete the online
enrolment form

. Enter details for each section of the enrolment form

MNOTE: Use the save button to save a draft and return later to complete and submit the enrolment form

. Upload relevant requested documents
. Read Review and Declaration and check all details are complete and correct
. Tick the confirmation boxes and select Submit
10.Read the confirmation of review and select Accept Offer
MNOTE: The student's personal and health information will be shared with the school
11.An email will be sent once the school finalises the enrolment application. You will also receive a notification via the
VicStudents portal.
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We are here to support you

If you have any questions regarding your student s enrolment, contact the school. For information about this process, visit
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