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ENROLMENT POLICY 

 
CATEGORY 
Governance (Leadership) 
 
SOURCE OF OBLIGATION 
The WA Registration Standards (Standard 6.1) require that Penrhos College has clearly defined enrolment 
and attendance policies and procedures that meet all legal requirements. 
 
The Public Health Act 2016 (WA) (Public Health Act) also imposes obligations on schools at the time of 
enrolment. 
 
INTRODUCTION 
Penrhos College is committed to an open enrolment policy that is consistent with the principles of equal 
opportunity and anti-discrimination and other legal obligations with the College’s Constitution and other 
relevant policies. 
 
The College aims to maintain enrolment numbers that maximises the use of its resources, while considering 
the limitations imposed by its purpose and aims detailed within its Constitution and Strategic Directions 
document, duty of care to its students, occupational safety and health considerations and enterprise 
agreements of its staff. 
 
The size and nature of the enrolment will be reviewed and set by the College Leadership Team (CLT) in 
consultation with the College Council as required and within the framework of the College Development 
Plan.  
 
What is Enrolment? 
The Guide states that a student is enrolled when enrolment is complete in accordance with the College’s 
enrolment policies and procedures. Generally, an expression of interest, even payment of a deposit, is not 
enrolment. Further, it is normal and accepted practice that schools will commence their enrolment process 
before the day on which the student commences school. Section 16 of the Education Act and regulation 5 of 
the School Education Regulations 2000 (WA) list what information schools are able to require from parents/ 
guardians with an enrolment application. 
 
ENROLMENT CRITERIA 
Enrolments will be accepted in the following order, and then by Application date:  
 

1. Younger sisters of present or past students  

2. Daughters, granddaughters or great granddaughters of financial members of the Alumni,  

3. Scholarship and Bursary recipients 

4. Daughters of parents who have previously paid the Confirming Fee (e.g. students who have left the 
College and subsequently returned). 

5. Daughters of permanent Penrhos College Staff   

6. Students from Wesley College  

7. Siblings of enrolled Wesley students  
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In accepting a placement with the College, parents must confirm their agreement with the College’s Terms 
and Conditions, Privacy Policy, College’s Code of Conduct, Parent Code of Conduct, Student Code of 
Conduct and pay the Confirming Fee which then results in parents becoming members of the Foundation. 
 
We are required to only enrol children in Pre-kindergarten and Kindergarten if their parents/guardians have 
provided the appropriate immunisation documentation or are within the exemption categories set out in the 
Public Health Act and the Public Health Regulations 2017 (WA). 
 
The compulsory education period is defined in the School Education Act to mean the period from the 
beginning of the year in which the child reaches the age of five years and 6 months and until the end of the 
year in which the child reaches the age of 17 years and six months or the child reaches the age of 18 whichever 
happens first. 
 
Further explanation: 
 
Pre-K and K Preference 
For enrolment into Pre-Kinder and Kindergarten, preference will be given to students who intend to continue 
their education in the Penrhos College Junior School. 
 
Enrolment of Wesley College Students 
Girls who are enrolled at Wesley College who have made application to Penrhos College and who have 
expressed a desire for earlier entry, may be offered a position at the College if a vacancy occurs, in accordance 
with the priorities outlined above. 
 
The Registrar is required, as a matter of courtesy, to inform the Headmaster of Wesley College of the 
intention to offer a place. 
 
Enrolment Application Form 
The Enrolment Application form is an important document that provides the College with information that 
will enable it to meet its legal obligations. It is, therefore, important that information on the enrolment form 
is complete and accurate. This information may include: 
 

• details of legal provisions for care, welfare and development of the student (including copies of Family 
Court orders); 

 

• country of residence of the student and if applicable, the right to reside in Australia; 
 

• emergency contact information; 
 

• details of any disability the student is known to have; 
 

• details of any medical condition the student is known to have and any procedure to be followed if 
the condition requires or may require support during the school day;  
 

• if the student seeking to be enrolled has a Medicare number, the Medicare number of the student; 
and 

 

• immunisation documentation as required by the Public Health Act.  
 
 The enrolment application form is reviewed and updated regularly by the College. 
 
  



Enrolment Policy_C205.2020  
Page 3 of 6 

School Curriculum and Standards Authority Act 1997 (WA) 
On enrolment, the College opens a student record under the School Curriculum and Standards Authority 
Act 1997 (WA) and the School Curriculum and Standards Authority must be notified. 
 
Student Intakes 
Penrhos College generally enrols students in years PK, K, 5, and 7. 
 
Enrolments outside of these intake years are considered on an individual basis, based upon the availability of 
spaces  
 
Consideration 
Enrolments are considered by the Registrar, Principal, Deans of Pastoral Care and Academic Administration 
and the Head of Junior School. Furthermore, admission to the College is subject to an interview with the 
Principal or delegate, payment of a non-refundable family confirming fee and completion of the Acceptance 
of Student Entry and Enrolment forms. 
 
The College reserves the right, at the Principal’s discretion, to decline any application for enrolment or to 
decline to make an offer of a place, provided that the decisions are lawful, particularly where the presence of 
the child represents a threat to the safety, well-being and happiness of other students or the parents of the 
child have indicated an unwillingness to observe the Conditions of Enrolment. 
The Principal has the authority, under exceptional circumstances and in consultation with the Dean of 
Academic Administration or Head of Junior School, to admit a student over and above the cohort size 
previously agreed by CLT. The cohort size is determined by CLT two years in advance in accordance with 
the Policy Background Statement above. 
 
Anti-Discrimination 
Penrhos College is committed to the principles of our anti-discrimination obligations. We will consider all 
enrolments in accordance with our Disability Discrimination Policy. 
 
Our enrolment practices also comply with State and Commonwealth legislation, including: 
 

• Sex Discrimination Act 1984 (Cth) 
 

• Disability Standards for Education 2005 (Cth), as established under the Disability Discrimination Act 
1992 (Cth) 

 

• Equal Opportunity Act 1984 (WA) 
 

• Racial Discrimination Act 1975 (Cth). 
 
Immunisation 
The Public Health Act requires certain immunisation requirements to be fulfilled before a child is permitted 
to be enrolled in Pre-Kindergarten and Kindergarten at Penrhos College, and that the College takes all 
reasonable steps to collect information about immunisation status of all students at the time of enrolment. 
 
Refer to Immunisation (Students) policy 
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Enrolment Register 
The Principal ensures that an enrolment register (capable of being made available in hard copy format) is kept 
showing  

• the details of each enrolled student; 

• any immunisation status of each enrolled student given in accordance with the Public Health Act; 

• if an enrolled student has a Medicare number, the Medicare number of the enrolled student; and 

• where applicable, the date on which enrolment ceases.  
 
These records are retained for seven years from the date enrolment ceases and, thereafter, must not be 
destroyed without the authority of the Department of Education’s Director General. Refer to the  
Enrolment Register Policy. 
 
Management of Enrolment Information 
On an ongoing basis, the College manages the currency of student’s enrolment information by requesting 
that parents/guardians communicate all updates to their child’s enrolment information as they become aware 
of the changes. 
 
Confidentiality 
To maintain the privacy and confidentiality of student personal information the College has implemented 
comprehensive record keeping systems and procedures. Refer to our Privacy Program. 
 
Termination of Enrolment 
 
Cancellation of Enrolment by the College 
The College may cancel a student’s enrolment at any time if the Principal determines that a student is 
making unsatisfactory progress, has an unsatisfactory attitude, has displayed unacceptable behaviour, or has 
committed a significant breach of the Student Code of Conduct.  If the College does so, there will be no 
entitlement to any refund of fees or charges by the College, and parents will remain liable to pay any fees 
and charges due to the College. 
 
Withdrawals 
Should a student be removed from the College, written notice to the Principal with at least one full Term’s 
notice (10 Weeks) in advance must be provided. 
 
For students not returning at the beginning of a new school year, notice must be received prior to close of 
business on the last day of the Term 3 holidays of the previous year. 
 
In default of any such notice, parents are liable to pay the College an additional instalment of one quarter of 
the Annual Fee.  In exceptional circumstances, the Principal may waive the additional charge as detailed in 
the College’s Fees and Business Regulations Policy at his/her discretion. 
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KEY DEFINITIONS 
Financial Member of the Alumni: A past student who is a Life Member of the Penrhos College Alumni 

and either completed her education at the College or completed 
one year at any level. 

Conditions of Enrolment:  Compliance with each of the following: 

• Read and understood the Parent Code of Conduct and Student 
Code of Conduct 

• Abide by the regulations and Policies of Penrhos College and 
support the College in enforcement of its rules and standards of 
behaviours 

• Read and understood the College’s Privacy Collection Notice 
and Privacy Policy 

• Given permission for the College to contact the student(s) 
previous school in order to ascertain any particular academic or 
pastoral requirements 

• Agreement to the Notice of Withdrawal requirements 

• That the Confirming Fee is non-refundable 

• Fully discloses any special needs (including and not limited to any 
medical, physical, learning or psychological needs) 

 
 
ASSOCIATED POLICIES AND PROCEDURES 
Fees and Business Regulations Policy 
Fees and Long Term Leave Operational Policy 
Immunisation Policy 
 
OWNER 
Principal 
 
ADOPTION AND REVIEW 
A copy is made available to: 

Principal 
Director, Finance & Administration 
Head of Junior School 

Accountant 
Registrar 
Deans of School 

 
This Policy and its accompanying procedures are evaluated and reviewed every two (2) years or at the request 
of the Principal, DFA or Registrar 
 
COMPLETION DATE 
July 2012 
 
LAST REVIEW DATE: 
June 2020 
 
NEXT REVIEW DATE: 
June 2022 
 
RATIFIED BY THE COLLEGE COUNCIL 
Resolution No: 8.3 Nov2014, 27 Nov 2014 
  C57/2018, 19 September 2018 
  C181/2020, 30 April 2020 
  C205/2020, 30 July 2020 
 
 

https://penrhos.complispace.com.au/Assets/1024/7/FeesandBusinessRegulationsPolicy_C562018.pdf
https://penrhos.complispace.com.au/Assets/1283/2/FeesforStudents-LOAandRelocation_R1702020.pdf
https://penrhos.complispace.com.au/Assets/2248/1/ImmunisationStudentsPolicy_R1702020.pdf
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VERSION HISTORY 
 

Version Date 
Published 

Changes Made Author of 
Changes 

1 July 2012 Policy Created  
1.3 July 2018 Policy Reviewed: 

• “no distinction made on the basis of race, 
religion or sexual orientation of the parents” 
added to Policy Statement 

• Criteria order updated in line with 
Synergetic 

• Acceptance of Enrolment conditions added 

• Termination of Enrolment added 

Risk 

1.4 October 
2019 

Inclusion of Immunisation requirements, anti-
discrimination wording form CompliSpace and 
enrolment application form details. 

FN 

1.5 Feb 2020 • Introduction to also include mention of the 
College’s Constitution and other relevant 
policies 

• Introduction statement relating to the ‘aim to 
maintain enrolment numbers’ needs to specify 
the College’s Constitution 

• Rewording of Enrolment Criteria for clarity 

• All references to an application being made 2 
years prior to entry removed 

• Great granddaughters added to Enrolment 
Criteria 

• Specify that the Enrolment Application Form is 
reviewed and updated by Penrhos 

• Student Intakes also based on the College’s 
conditions of enrolment and available spaces  

• Definition of the Conditions of Enrolment 
added 

• All references to anti-discrimination to be 
removed and replaced with compliance with 
State and Commonwealth legislation 

• Director General specified as the Department 
of Education Director General 

• Withdrawals: ‘For students not returning at the 
beginning of a new school year, notice must be 
received prior to close of business on the last 
day of the Term 3 school break in the previous 
year’ added 

 

GOV 

1.6 June 2020 • Updated to reflect revised Standard 6.1 

• “What is enrolment” section included 

• Definition of ‘compulsory education’ 
• Inclusion of medicare number in application 

• Anti-Discrimination section included 

FN 

 


