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RICHMOND NORTH PUBLIC SCHOOL 
 

  ENROLMENT POLICY  
 

This policy is drawn from the Departmental Enrolment Procedures 2019. 

 
 

Entitlement to enrol 

Compulsory school aged students (of or above the age of 6) are entitled to enrol at the local 
school that the student is eligible to attend if their home is within that school’s local intake area. 
Parents may apply to enrol their child in the school of their choice. However, acceptance is 
subject to the child being eligible to attend the school and the school being able to  
accommodate the child. 

 

Parents may enrol a child if they turn 5 years of age on or before 31 July in that year. Students 
identified as gifted and talented, who are aged 4 years or older at 31 January of the year of 
enrolment may only be enrolled in accordance with the Gifted and Talented policy. 

 

Schools require an Authority to Enrol for each temporary resident and international student 
enrolment which is issued by DE International and the Temporary Resident Program. 

 

Rationale 

Richmond North Public School is situated in a well-defined geographical area and shares 
boundaries with Richmond Public School, Freeman’s Reach Public School, Grose View Public 
School, and Kurmond Public School. 

 
The Secretary, Department of Education designates local intake areas as developed by School 
Infrastructure NSW in consultation with the principal, school community and Director, Educational 
Leadership. The School Finder tool (https://education.nsw.gov.au/school-finder) provides 
information about school intake areas to assist parents in determining their child’s local school. 
The areas identified in School Finder are subject to change. Changes to a local intake area might 
result in a family with a child/children currently enrolled and in attendance at the school as local 
students consequently residing outside the local intake area. These families will retain the 
entitlement to enrol siblings at the school. This does not apply to families with a child/children 
currently enrolled at the school as a non-local when the intake area was changed. Exceptions to 
the entitlement to enrol at the local school are:  

• where a student is directed by the Secretary, Department of Education to enrol in a  

particular school or type of school, due to an identified risk  
• where the Minister refuses enrolment of a student if the student has been expelled from a  

government school or is of the opinion that there is other sufficient reason to do so. 
 
Reasonable adjustments are made to enable students with disability to apply for enrolment 
on the same basis as students without a disability. Further information is available from 
Disability, Learning and Support. 

Reasonable support is provided to enable students from language backgrounds other than 
English, in particular those learning English as an Additional Language/Dialect (EAL/D), to 
apply for enrolment on the same basis as students from English speaking backgrounds. 

 

 

https://education.nsw.gov.au/school-finder
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Residential address check  

Under the Education Act 1990, principals may require proof of address to their satisfaction in order 
to establish a child’s entitlement to enrol in the school. However, any requests for proof of address 
must be reasonable in the circumstances. Schools that are at or nearing their local enrolment 
buffer as calculated in accordance with sections 9.1 and 9.2 will use the following 100-point 
residential address check to determine the student’s entitlement to enrol at the school. 

 

 

 

Where a parent is able to give good reasons why they are unable to present documents, or in 
exceptional circumstances, principals may waive or vary the 100-point residential address check 
requirements when assessing a child’s entitlement to enrol at the school. If this is to occur, 
principals are required to seek the approval of the Director, Educational Leadership.  

 

Enrolment applications 

Parents may seek to enrol their child directly at their local public school by completing the 
Application to enrol in a NSW Government school form. Translated enrolment forms are also 
available. Further information for parents is available on the Enrolment website 

 

Non-Local Enrolment 

Parents may seek to enrol their child in a school other than their local public school. When 
parents who are ‘non local’ to Richmond North contact the school regarding non-local enrolment, 
there are procedures that must be followed in determining whether these children will be 
accepted.  In the first instance, the Principal will determine availability of places (within the set 
enrolment cap/buffer).  If places for non-local enrolement are available, the Enrolment committee 
will then meet to determine whether the non-local enrolment can be accepted.  The enrolment 
committee will determine the selection criteria if demand exceeds availability. The school will 
notify parents of the result of their non-local enrolment application.   

 
To consider these applications the following procedures have been developed. 
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Policy 

1. The enrolment ceiling for Richmond North Public School, based on 12 permanent 
classrooms, is 277 (current August 2019). 

2. Within the enrolment ceiling, a buffer of 10 places will be reserved for local enrolments. 

3. "Non-Local" enrolments will not be accepted if additional accommodation or staff is 
required to cater for them. 

4. A Placement Panel will consider and make recommendations on all non-local enrolment 
applications. The panel will consist of the one School Executive (chairperson), the 
Parents & Citizens President (or nominee) and one classroom teacher. 

5. The following criteria will be considered as relevant to "Non-Local" enrolments 

(where vacancies exist) 

 Criteria (not listed in a priority order) could include factors such as: 

• proximity and access to the school; 

• siblings already enrolled at the school; 

• medical reasons; 

• safety and supervision of the student before and after school; 

• compassionate circumstances; and/or 

• structure and organisation of the school 

All placement decisions and minutes will be recorded by the panel. The Chairperson will 
ensure that the established criteria are applied equitably to all applicants. Parents will be 
provided an explanation of the decisions of the placement panel in writing, should they 
request it. 

6. Waiting Lists may be established for non-local students. Parents should be advised in 
writing if their child is to be placed on a waiting list and his or her position on it. The size 
of the waiting list should reflect realistic expectations of potential vacancies. 

7. Appeals — Where a parent wishes to appeal against the decision of the placement 
panel, the appeal should be made in writing to the principal. The principal will seek to 
resolve the matter. 

If the matter is not resolved at the local level, the Director Educational Leadership (DEL) - 
Hawkesbury will consider the appeal and make a determination. The DEL will consult 
with the relevant principals and school communities as necessary. 

The purpose of the appeal is to determine whether the stated criteria have been applied 
fairly. 
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Enrolment Documentation Requirements 

Before enrolment at any school the following documents must be presented: 
• Birth Certificate or Passport 

• Up to date Immunisation Certificate 
 

Parents have the right of not having their children immunised. However, under the Public Health 
(Amendment) Act 1992, in the event of a vaccine preventable disease, unimmunised children will be required 
to remain at home for the duration of the outbreak. 

 

Documentation providing proof of residential address must be produced e.g. 
• Council Land Rates 
• Rental Agreements 
• Water Rates 
• Electricity Account 
• Gas Account 
• Home Telephone Account 
• Centre link Documents 

• Medicare Account 

 

Enrolment Policy Links 

 
Enrolment of Students in NSW Government Schools: A Summary and Consolidation of Policy 

 

PD20020006 Last Updated 28/04/2004 

 
 

Legal Issues Bulletins 

▪ address of student - documentation to establish (Bulletin No. 43) 

▪ age of student - documentation to establish (Bulletin No. 43) 

▪ approval of - person responsible for (Bulletin No. 43) 

▪ false information by parents - legal ramifications (Bulletin No. 43) 

▪ immunisation of students - impact on (Bulletin No. 43) 

▪ information for - different information subsequently provided - action (Bulletin No. 43) 

▪ multiple schools - policy in respect of (Bulletin No. 43) 

▪ part time (Bulletin No. 43) 

▪ prohibited persons seeks - action to be taken (Bulletin No. 38) 

▪ refusal to accept - non provision of information by parents (Bulletin No. 43) 

▪ reversal of false information provided (Bulletin No. 43) 

▪ schools - birth certificate name to apply (Bulletin No. 6) 

▪ violent school students - procedures for (Bulletin No. 4

https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin38.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin43.pdf
https://detwww.det.nsw.edu.au/media/downloads/directoratesaz/legalservices/ls/legalissuesbul/bulletin6a.pdf


 

 


