Cardiff High School Enrolment Policy
This document has been written with reference to the Department of Education and
Communities(DEC) Policy Document: “Enrolment of Students in Government Schools: A Summary
and Consolidation of Policy, August 1997” and the “Implementation statement on enhanced
enrolment procedures”.

Enrolment - General
•
•
•

The school’s local area is determined by the Department of Education and Communities (DEC).
Parents may seek to enrol their student in a school of their choice.
Cardiff High School makes a commitment to ensure local students are enrolled in a timely
manner, supporting all of the student’s educational needs.
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Process for Local Enrolments
1. Parents/carers make contact with the school to complete an enrolment enquiry form. Parents
are requested to provide documentation to verify local residency, a birth certificate and the
student’s last two school reports. If the student is not residing with their parent/s,
documentation showing guardianship is also to be provided.
2. The application for enrolment is considered by the school enrolment panel and parents are
contacted regarding the outcome.
3. Parents and student/s are invited to attend a meeting with the Deputy Principal responsible for
the student’s year level. An ‘Application to enrol in a NSW Government School’ form will be
issued.
4. Cardiff High School will make contact with the student’s former school to request information
including health care, attendance and behavioural documentation. The school counsellor may
contact the student’s former school counsellor to request their student file.
5. Planning will take place, if required, to support the student’s enrolment at the school. This may
require a further meeting with the parent/carer, student, external care and/or service providers
and professionals, school and DEC support staff.
6. Parents/carers submit the Application for Enrolment form and bus pass form to the
Administration office.

7. On the first day of enrolment, the new student will be accompanied by a fellow student and
complete a subject enrolment form. Students can only begin school if they are in full uniform.
The following day, the student is issued with their timetable.
Enrolment Panel for Local Enrolments
•
•

For students applying for enrolment in Years 7-12, the enrolment panel will consist of the
Deputy Principal responsible for the student’s year level in consultation with the Principal.
For Year 6 students applying for enrolment the following year, the enrolment panel will consist
of the Principal, the Deputy Principal responsible for the student’s year level and the Year
Adviser.

Enrolment Ceilings
Enrolment ceilings will be maintained to accommodate local students seeking enrolment during the
school year, with a pro rata buffer ranging from 10-15 places.
•
•

In year groups 7-10 with four classes the enrolment ceiling is 120 students, with a buffer of 10
places.
In year groups 7-10 with five classes the enrolment ceiling is 150 students, with a buffer of 15
places.

In Years 11-12, students will be enrolled contingent upon the school’s ability to cater for their
previous pattern of study within the school timetable. Students may be offered Distance Education
for a single subject only. Class size restrictions of 24 students apply for all subjects.
•
•

In year groups 11-12 with five classes the enrolment ceiling is 120 students, with a buffer of 10
places.
In year groups 11-12 with six classes the enrolment ceiling is 144 students, with a buffer of 15
places.

Waiting Lists
A waiting list will be maintained for students in all year levels where no vacancy exists. This list will
only be maintained for the current school year (with the exception of Year 6 student applications
which will remain current for the following year). Parents/carers will be informed if a place becomes
available within this time. However, a new application will need to be made to be considered for
enrolment the following year.
Refusal of enrolment
Cardiff High School may refuse the enrolment of a student on the following grounds:
• Violent behaviour - previously documented violent behaviour, with little or no evidence of the
student developing appropriate skills to manage this behaviour.
• Illegal Substances - previously documented possession or dealing of illegal substances with little
or no evidence of the student developing appropriate skills to manage this behaviour.
• Students above 17 years of age – where more appropriate local educational and/or vocational
pathways are available.
• False Information Provided - if information provided to the school through the application
process regarding residency and record of attendance and behaviour is false.

Students with Special Learning Needs and Disabilities
•
•
•
•
•

Applications for the enrolment of students with special learning needs and disabilities will take
into consideration the school’s ability to cater for the student’s specific needs. However, every
reasonable effort will be made to support student learning needs.
Applications for students in the school’s IO Class (Moderate Intellectual Disability) will be
considered by the Regional Placement Panel.
Students eligible for an IM, IS, ED or BD class are encouraged to apply for a placement in a
school with an availability in a specific class.
Students who have previously received funding support will continue to be supported at Cardiff
High School, provided supporting documentation with specific diagnosis/diagnoses are made
available to the school and the Regional panel supports future reviews or applications.
An enrolment may be delayed to allow appropriate consultation and planning to take place.

Criteria for non-Local Enrolment Applications
If places are available within the enrolment ceiling, the following criteria will be used by the panel in
order to assess non-Local Enrolment applications:
•
•
•
•
•
•
•
•

Proximity and access to the area with an emphasis on travel arrangements and student safety.
Specific medical and learning needs of the student.
Siblings currently attending Cardiff High School.
Previous enrolment at Cardiff High School.
Previous enrolment in a local partner Primary School.
Level of school attendance and behavioural history.
Academic, cultural and sporting achievements of the student.
Compassionate circumstances.

Enrolment Panel for non-Local Enrolment Applications
•
•

For students applying for non-local enrolment in Years 7-12, the enrolment panel will consist of
the Deputy Principal responsible for the student’s year level in consultation with the Principal.
For Year 6 students applying for enrolment the following year, the enrolment panel will consist
of the Principal, the Deputy Principal responsible for the student’s year level, a P&C nominated
representative and the Year Adviser.

Appeals
If the school declines the enrolment application, the following appeals process applies:
•
•

In the first instance, appeals are to be made in writing to the school Principal with any
supporting documentation attached. The Principal will contact you regarding the result of this
appeal.
If the appeal to the Principal is declined, a further appeal may be made in writing to the Director,
Public Schools at the DEC Adamstown Office, Brunker Rd, Adamstown, NSW 2289.

Overseas Enrolments
Visitors to Australia who wish to study at a New South Wales government school must make an
application through the Temporary Residents Program. For detailed information regarding the
current fee structure and enrolment procedures, please visit www.internationalschool.edu.au.
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