
 

                                                                        
 

Sacred Heart Primary School 
Enrolment Policy 

 

The enrolment of pupils for the preparatory grade starts in Term One the year before they are due to                   
commence their schooling. Enrolment procedures are completed by the Principal in accordance with             
Diocesan and local policy. 

Only children who will be five years of age on or before April 30th of their Prep Year of schooling                    
may be enrolled. Permission must be sort of the Director of the Catholic Education Office for the                 
enrolment of children under the minimum age.  

Enrolments for Year Prep 

The enrolment process begins in the first term of the year prior to the child’s first year of schooling. 

The following list provides an agreed order of priority for enrolment in Catholic primary schools in 
the Melbourne Archdiocese.  

The order of priority is:  

1. Catholic children who are residents of the parish.  

2. Catholic children who do not reside in the parish but are recognised as parishioners by the Parish 
Priest.  

3. Catholic children from other parishes (for pastoral reasons).  

4. Children from non-Catholic Eastern churches who reside in the parish.  

5. Children from non-Catholic Eastern churches who reside outside the parish.  

6. Other Christian children who reside in the parish.  

7. Other Christian children who reside outside the parish.  

8. Non-Christian children who reside in the parish.  

9. Non-Christian children who reside outside the parish.  

Note: Siblings of children already enrolled in the school should be given a priority. 

 



On acceptance of an offer of enrolment, an enrolment deposit will be paid. This amount will be 
deducted from the account for fees for the following term. Families will be expected to pay a family 
fee and a per student levy annually. However, no family will be discouraged from applying for 
enrolment because of financial constraints.  
 
Students enrolling at Sacred Heart School as part of a Prep intake will be required to provide proof of                   
age (indicating that they have turned 5 years of age by the 30th April in the year of enrolment) and an                     
immunisation certificate. Catholic students will be asked to provide a copy of their Baptism              
certificate. 
 
Students with Disabilities and Impairments will be enrolled along with all other eligible children. A               
concern relating to resourcing levels is in itself insufficient grounds for delayed admission. Delayed              
admissions can only be authorised by the Director of Catholic Education.  
 
All enrolments will require the completion of the confidential student information Enrolment Form for 
Sacred Heart Primary School. Parents provide permission for the Principal or her/his delegate to 
contact the Director of the Kindergarten of students seeking enrolment to gain information that will 
allow a seamless transition and enable the student to feel part of our community as quickly and 
effortlessly as possible. 
 

Enrolments for other Year Levels 

Parents seeking an enrolment for a Year Level other than Year Prep complete the confidential student 
information Enrolment Form and also provide permission for the Principal or her/his delegate to 
contact the Principal of the previous school of students seeking enrolments/transfer to discuss the 
circumstances of the transfer, to seek a transfer note or an immunisation certificate, if enrolling, and to 
discuss any academic or behavioural matters. The Principal has the authority to defer admission for 
one school day in order that enquiries to the previous school are carried out in the interests of the 
student. Students will be allocated to classes according to a combination of class size and student 
need. 

Enrolment Procedures 
 

● Information regarding application for enrolment is circulated. Enrolments are undertaken as 
early as is practical but exact timing may vary from year to year. Dates for availability of 
forms are advertised in the School Newsletter, Parish Bulletin and local Kindergartens are 
informed where possible.  

 
● During the first and fourth school terms, the Principal is available to conduct school tours for 

prospective prospective.  
 

● All applications for enrolment are encouraged to be submitted by the end of the first school 
term 

 
● In due course, all applicants will be notified of a meeting with the Parish Priest and Principal 

which they are required to attend. Presence at this meeting ensures that the parents and 
guardians are aware of their role, as the first educators of their children, and understand the 



importance of entering into a partnership with the Sacred Heart School to promote and 
support their child's education.  

 
● Successful applications are offered an enrolment 

 
● The Year Prep teachers undertake the visitation of relevant Kindergartens to observe 

prospective pupils at work/play, and to enlist the aid or advice of the Kindergarten Teacher 
regarding special considerations or concerns particularly those children with intellectual, 
social, emotional or behavioural disabilities, or delayed maturation problems. Collation of 
material is strictly confidential and may be discussed with parents at their subsequent 
interview. 

● In fourth term parents are invited to attend a “Parent Information Night”. Students are invited 
to attend two “Orientation Mornings”, joining their class teacher and participating in activities 
that assist with transitioning to school.  

 
Evaluation  
This policy will be reviewed as part of the School Improvement Plan or as necessary in relation to 
Parish requirements 

 

 
 
  

  
 

 

 

 

 

 

 

 

 


