Blue Mountains Steiner School
Policies and Procedures

Enrolment Policy and Procedure

Policy

This Policy has been set as a guide to help make the choice of sending one’s child to
the Blue Mountains Steiner School as conscious as possible for the prospective
parent or guardian and the school.

Blue Mountains Steiner School is a non-denominational, co-educational, Pre-Kindy &
K-6 school providing an education underpinned by the principles, pedagogical
recommendations and philosophy of Rudolf Steiner while meeting Board of Studies
curriculum requirements and operating within the policy guidelines of the NSW Board
of Studies. We are a small school that has composite classes & aims for single
stream classes as numbers allow. The classroom teacher is responsible for the day
to day running and guidance of the class, currently under the direction of the College
of Teachers. Specialist teachers work in consultation with the classroom teacher.
Class sizes are limited to a maximum of 18 in the Kindergarten and 26 in the Primary
School; variable depending on the recommendations of the class teacher and the
College of Teachers (for a composite primary class the enrolment limit may be lower)
and allocated assistant/support teaching hours.

All applications will be processed in order of receipt and consideration will be given to
the applicant’s support for the ethos of the school, siblings already attending the
school and other criteria determined by the school from time to time. Once enrolled,
students are expected to support the school’s ethos and comply with the school rules
to maintain the enrolment.

Enrolment Criteria
Priority for enrolment of children is given to:
Families with connection to the philosophy of the school.
Connection with the philosophy of Steiner education is evident when or during:
o [nitial interview with class teacher/member of enrolment committee
e They are siblings of children who are currently in this school, or have been
previously enrolled (siblings do not automatically have priority on the waiting
list)
They are children of current BMSS staff
They are children whose parents attended this school
They are children who are transferring from other Steiner schools
They are children attending Steiner based Family Day Care
Centres/Playgroups

Order of applications
e chronological order of application for enrolment (this is taken from the date
that the written and signed application and registration fee are received by the
BMSS)

Behavioural considerations
e An ability to work with self-discipline. (This is ascertained through school
reports, recommendations, previous school “checks”, etc.)
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Consideration for enrolment of all children is also informed by:
e gender balance in the relevant classroom
e school’s duty of care to existing students
e school’s ability to meet the needs of the individual child within the classroom
context and the school environment
e age in Kindergarten - priority given to children aged 5 — 6

Procedures

1. All applications should be processed within the school’s enrolment policy.

2. Consider each applicant’s educational needs. To do this, the school will need
to gather information and consult with the parents/family and other relevant
persons.

3. Identify any strategies that need to be put into place to accommodate the
applicant before a decision regarding enrolment is made.

4. Inform the applicant of the outcome.

Term Review

All enrolments are subject to review at end of the first term. If at this time parents
and/or school decide that the child should be withdrawn, the normal term’s notice will
be waived.

Progression to Class One

At Blue Mountains Steiner School we prefer children to have turned five during the
year prior to them commencing Kindergarten (Pre-Kindy is for those who have not
turned 5 by the 1%t of January). Our preference is for children to be turning seven
during class one. Children are assessed for their class one readiness towards the
end of the Kindergarten year and progression to class one is at the discretion of the
kindergarten teacher and the College of Teachers.

Related documents

AIS Guidelines to assist schools to consider an enrolment application for a child/student with
a disability.

Disability Standards for Education www.dest.gov.au/schools/publications/index.html
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AIS Guidelines to assist schools to consider an enrolment application for a
child/student with a disability/special needs.

General procedure

Recommend processing the student’s application as per the school’s enrolment policy. In
order to process the application it will be important to work with the parents to collect all
relevant information. This will enable the school to understand the parents’ expectations of
the school, the student’s educational needs and implications for the school. Any issues the
school wishes to raise can be discussed within this framework. External special education
consultants could work with the school to consider flexible and lateral ways of addressing the
student’s needs within the school. The resultant statement of parental expectations and
articulation of what the school might be able to offer would form the basis for on-going
discussions with the parents and inform the school’s decision regarding the enrolment.

Recommended actions
1. Ensure staff are aware of the following:
e This procedure should be applied within the school’s enrolment policy, and
e The school will not refuse to enrol students simply because they have special needs.
(Implications for staff include correct terminology and non-discriminatory
comments.)

2. School considers the impact on the student, other students, staff and the school
community (including financial impact) before the enrolment decision is made. A
range of strategies need to be put into place once the decision is made. These
strategies should be developed before announcing the enrolment decision.

3. If the school considers that it may have to decline the enrolment, seek advice from
the AIS or another appropriate person.

4. Ask the parents to articulate the student’s special needs and what they expect from
the school. Consider social, academic, sport and co-curricular areas. Invite the
parents to provide further information from their child’s specialists.

5. Identify the student’s special needs. Request information and documentation from
parents to assist the processing of the enrolment application. The parents will have
numerous reports, which could be of assistance. Of these, the following current
reports would be particularly helpful:

e Previous school reports and current school achievements

e Psychologist’s report documenting functional skills and 1Q test results (although
the functional information will be most useful in examining the implications for the

o student’s program, the 1Q results are required for Commonwealth funding
applications), if relevant

e Speech pathologist’s report documenting receptive and expressive language
skills and any recommendations for programs or technology in the classroom, if
relevant

e Occupational and physiotherapy reports documenting self help skills and mobility,
if relevant

e Medical specialist reports, if relevant

e Vision and hearing reports, if relevant

6. Seek information on possible levels of Commonwealth funding based on the reports
and access to other support services.

7. Seek advice from an external special education consultant on reports. This person
should recommend if/where further information should be sought. It may also be
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important to invite the parents and their choice of relevant specialists (could include
psychologists, therapists, educators, medical specialists etc) to the school to consider
specific needs arising from the reports or other information.

8. Involve an external special education consultant to assist school to examine options
for how the school could meet the student’s needs and the parents’ expectations.
Determine a preliminary view of the school’s position and possible options.

9. Discuss possible options with parents.

10. With all the information the school determines the enrolment decision. This decision
must be able to be justified.
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Enrolment Administrative Procedures —
Years 1-6

1. With the exception of Open Day and the Harvest Fair, most enquiries come via the
telephone. In response to the initial call, the Office Administrator will enter details of
family and child’s name, child’s date of birth, family contact details and how the
enquirer heard about the school on the data base. An information pack is sent
out/emailed within 48 hours comprising brochure/prospectus fees, application for
enrolment form and information on activities associated with the school.

2. Upon receipt of completed application form, including an agreement to the
Conditions of Enrolment, and application fee ($55.00), an appointment for an
interview will be made. (NB if no response from information package, Administration
may choose to follow up with a phone call).

3. Interviews can take one of two forms:

3.1 A 2-step process. Firstly a general “walk and talk” interview and tour of
school — it is recommended that this would be parents/caregivers only. The
“walk and talk” would be conducted by the Office Adminstrator or the
Principal (or member of College standing in for the Principal). Upon
completion of this, parents are invited to contact the school the following day
to arrange a second interview, this time with the Class Teacher and with the
child in attendance.

3.2 A one-step process. In some cases, e.g. where parents already have an
experience of and or knowledge of Steiner Education, an interview with the
Class Teacher would be all that is needed.

3.3 The Class Teacher will make a recommendation to the Principal as to the
child’s enrolment in the school. A position is generally not promised or
confirmed at the interview.

3.4 When the child is accepted into the school, the Class Teacher will notify
the parents in writing and at that point the parents/caregivers are then
required to pay the enrolment deposit as billed. The child’s place in the
school is dependent upon payment being received within the timeframe
specified in the written advice to the parent/caregiver.

3.5 If ateacher considers declining an enrolment, it must be done in
consultation with the Principal and College.

3.6 Ifthe parent/caregiver fails to pay the enrolment deposit within the specified
time frame and without negotiation for an extension of time, the child’s place
will be forfeited.

3.7 Ifachild is due to begin school after a term has commenced, the start date
will be negotiated between the class teacher and the family and advised in
the letter of enrolment offer.

Kindergarten
The higher volume of applications for kindergarten places leads to a slightly different
enrolment process:
1. The parent/care giver files a written and signed application for enrolment,
including an agreement to the Conditions of Enrolment.
2. The kindergarten teacher/s conduct interviews with all applicants, and apply
the enrolment criteria, prior to forwarding recommendations to the Principal.
3. The remaining process is as outlined in points 3.3 — 3.7 above.
If an enrolment application is made for a kindergarten child after school has commenced for
the year, the process outlined above (3.7) will apply.
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Appeals process
If parents/caregivers wish to appeal the School’s decision:
1. Parent/caregiver puts concerns in writing to the School Council
2. The Council will consider written application and will write to the Principal to request
written clarification regarding the decision to decline enrolment
3. Consider all the information that has been presented. The Council may call for
further information.

In the event that the Council calls the applicant/Principal/Teachers to appear before it
1. The Council will hear formal presentations from the relevant party
2. The Council may ask questions to clarify the information that has been presented to
date

3. No discussion will be entered into
4. The Council will make a decision within 2 weeks. All parties are to be advised in
writing

Conditions of Enrolment
1. Fees are due two weeks from invoice date.
2. A non-refundable Application Fee of $75 is payable on application for enrolment.

3. A non-refundable Enrolment Fee of $400.00 per family (for children concurrently
enrolled) is payable upon acceptance and before a student commences.

4. Four weeks notice (during term time) of the withdrawal of a student from the school
must be given in writing. In the absence of such notice (& in addition to the terms
fees) one weeks fees for each week’s notice not given are payable in lieu thereof.

5. Continuing enrolment of a student is dependent upon adherence to the school’s

Student Code of Behaviour and Discipline Policy, the Parent Code of Conduct and

other relevant behaviour policies.

Continuing enrolment is dependent upon the school’s ability to meet a child’s needs.

Continuing enrolment of a student is dependent upon the payment of school fees.

No
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Notes for staff on the enrolment procedure

The following description is to break down the procedure for staff members in note
form.

Inquiries
Initial inquiries made through the office admin staff. Admin staff to take down names
and details and send out information packages. Admin staff to enter details onto the
computer.

‘Call backs’

Recommended ‘call backs’: eg. If interested families have received an information
pack and have not called back themselves or made an appointment to see the
Principal or the class teacher, the Office Administrator may follow up by making a call
back to the family or by making a recommendation to the Principal to call back.

Appointments

Admin staff can make the initial “walk and Talk” or “tour around the school”
appointment for the parents or guardians (recommended no children) with
themselves or the Principal.

Note: class teachers need to advise the Administration and Principal whether
parents/quardians on tour of the school can look in their classrooms depending on
what class is preparing for or working on at any given time. If Admin is not informed
they will presume applicants are welcome to ‘look in’.

OR

In the case of families with experience of Steiner education, an interview can be
booked with the relevant class teacher. The Office Administrator may pass the details
on to the relevant teacher so they can book their own interview or times to be
advised by the class teacher.

Care must be taken not to book too many people at once. If the Principal is required,
they can see one person during the hour.

Interviews

Once the parents/guardians have visited the school and expressed an interest in
enrolment, an interview can be made with the class teacher and another member of
the teaching staff from College. Class teachers are to be given details of applicant to
arrange the interview time (Class teachers to organise second member of teaching
staff/College to be present at interview with them) and in case they want to meet the
family by phone before the interview date.

Enrolment

Class teachers will inform families of successful placement or unsuccessful
application in writing (important: see Enrolment Admin Procedures — 3.5) and start
official enrolment. Class teachers need to report on the results of an interview by
leaving a note in the Principal’s pigeonhole.
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BLUE MOUNTAINS STEINER SCHOOL

A.B.N. 51 002 522 232

83 Clearview Parade, Hazelbrook, NSW, 2779

PO Box 149, Hazelbrook, NSW, 2779

Telephone: (02) 4758 6044

Fax: (02) 4758 9109
www.bluemountainssteiner.nsw.edu.au

email: admin@bluemountainssteiner.nsw.edu.au

ENROLMENT APPLICATION

I/we wish to enrol my/our son/daughter in Kindergarten / Class......... in year 20.........
(or proposed startingdate ... )
Child’s name...........c.ooooiiiiiiiinen.. Date of birth:..............c

Is the student Aboriginal or Torres Strait Islander ? Yes / No

Parent / Carer 1. ..o Date of birth.....cooooo
(child living with) Relationship to Child: ...
2 Y L -7
Occupation. ..o Place of Work ...
Phone Number: Home..............ooiiiiiiiii Work. ..o
Mobile...........coooii Email...oo
Parent / Carer 2. Date of birth....co..ooo
(child living with) Relationship to Child: ...
Y e - -
Occupation ... Place of Work............cooooiiiiiiii,
Phone number: Home............coooiii Work ..o
Mobile.........ccooi Email.....oo
Non Residental Parent Name: ..., Date of birth ...
(child spending time with)
e e =TS
Occupation ... Place of Work..........coooiiiiiiiiiiinn,
Phone Number: Home.............oooiit o Work ..o
Mobile...........coooii Email...oo

*Please attach a copy of your parenting plan / arrangements.

Please post a Hazelnut (weekly school newsletter) to the non-residential parent Yes / No

Are there any special needs your child may have?.............. o



Is there anything specific about your child that you would like us to know?......................oces

Siblings:

Name:.......oooii Age...... School attended................coo
Name of Playgroup or Preschool attended:..............ooiiii i
Previous School(s)...... ..o
....................................................................................... Currentclass.....................
If not starting in Kindergarten, why are you changing schools?....................oo
Why did you choose Blue Mountains Steiner School?.............co

How did you hear of us?
U BMSS family
U Currently attending a Steiner School
U Sibling currently attending BMSS
U Newspaper/magazine advertising/article
U Advertising — ie banner, flyers etc
U Word of mouth
U Open Day/Spring Fair

Attached is $55 cash/cheque application fee to request an interview. |/we understand the fee is non-
refundable and not deductible from fees. I/we understand that a non-refundable Enrolment Acceptance
Fee of $400 is payable to secure a place for my/our child if he/she is offered a place at the school.

| understand that to enrol my child at the school fees must be paid in accordance with the Fee Policy, that
is within 3 weeks of the invoice date or an arrangement needs to be made with the office to pay fees in
regular instalments.

NAME & ADDRESS OF PERSON/S TO BEINVOICED: ...t
Parent /Carer 1 Signature Name Date
Parent /Carer 2 Signature Name Date



BLUE MOUNTAINS STEINER SCHOOL
ENROLMENT INFORMATION

ME Al information supplied on this farm will be treate d as confidential, except as athe rwise required by le gislation

Child s FUll REm B e IEEE

EMERGEMCY COMTACTS—OTHER THAN PARENTS

LAY v FOTE PRORET
AUFESS e OBITEL L
Relationship to child:

PLAIMEL Lo HOME PROAE L,
AOrESS v s e e - OB e s e

Relationship to child:

Child’s Nationality
O Australian [0 Other PIEmse Speify e sesiss s 11110ttt

Aboriginal or Torres Strait Islander background?
O Mo O ¥Yes, Abariginal O Yes, TorresStrait Islander

Child’s Country of birth—please supply a copy of hirth certificate
O Australia [0 Other  PlEmse Spemify vt b1 bt bt

Family Relationships
The following inform ation is helpful to avoid confusion or em barrassm ent

O Parents married O Parents divarced O Single parent O De-facto

O Father deceased O Mather deceased O Parents separated

Student normally reddes with:

O Both parents O Mather anly O Father anly O Shared arrangement

O Grandparents O Guardian CJ OEHEN oo

Photo/Video Permission

At certain times throughout the year, our students may have the opportunity to be photographed arfilmed for aur school
publications, such as the school's newsletter or website and social media, orto promote the school in newspapers and other
tedia.

The Biue Mountains Steiner School may also wish to use student photographsiideas in print and online promatianal,
marketing, media and educational materials,

Wi would like your permission to use your child's photographfvideo far the above purposes. Please complete the permission
farm below

. | give permission for my child's photographivideo to be published in:

The school website
Social media
Fromaotional materials
« DMewspapers and other media
. | autharise the Biue Mountains Steiner 5choolto use the photographivideo in material available free of charge to
schools and education departments around Australia for the Bive Mountains Steiner School’'s promotional, marketing,
media and educational purposes.

. | give permission for a photographivideo of my child to be used by the Bive Mountains Steiner School in the agreed
publications without acknowledgment, remuneration or cormpensation.
. | understand and agree that if | do not wish to consent to my child's photographfvideo appearing in any or all of the

publications above, or f I wish to withdraw this authorisation and consent, it is my responsibility to notify the school
Licensed under NEALS: The photographfviden many appear in material which will be available to schools and education
depantments around Australia under the MNational Education Access Licence far Schaools (NEALS), which is a licence between
education departments of the various states and territories, allowing schools to use licensed material whally and freely for
educational purposes.
Mame of Parent/Guardian (please circle)

Signed: Parent/Guardian Date:

Any personal information will be sfored, vsed and dizelosed i qecordance with fhe requivemeants of the Privacy Acf 1958 (Ti).



MEDICAL INFORMATION
Medicareno, . f I Mo, on card: Expiry date: I I
¥OUR CHILD'S GEMERAL HEALTH

Please state any medical conditions your child moay Bave

MMedications:

Please state any medications, including on going natural or prescription remedies: e,

Does your child keep medication with him /her for use at school {eg Ventoling?  YES / MO
It ves, please supply details and an Asthma Action Plan from your GP e

Allerges & treatment required (food, medicing, others eg hee stings)

Please indicate by circling the level of severity: M Severe Life-threatening/Anaphvlaxis *
* Please supply vour child’s Anaphylaxis Action Plan

s =R I =i R= L A = P LT =L = 1= T TETPTT TR

Permission for First Aid administration of : (please circle)

Hom eopathics & Rescue Remedy Yes /Mo
Qintm ents—Calendula, Arnica, Antiseptic Yas /Mo
Panadal Yes /Mo

ANY COMIMENTS! L

[ m unisation Status—please supply an up to date Medicare Immunisation Certificate

|s your child vaccinated against:

Palio Yes /Mo Rubells Yes /Mo
Diphtheria Yes /Mo Meaces/Mumps Yes /Mo
Pertussis (Whooping cough) Yes/ Mo Meningococcal Yes /Mo
Hepatitis B Yes /Mo

Tetanus Yes /Mo Date of last tetanus injection: .../ o
Conscientious Ohjectar Yes /Mo

Family Doctor (or other Practifioner, eg Herhalist, Hom eopath, Naturopath)
FLT TR Lo s sn e Type of Practitioner: e
ATESE L PEIOFIE IO, i

Emergency Treatment: if vour child needs urgent hospital or medical treatment of any nature and the School is
unable to contact the parent ar guardian after making reasonable efforts, vour signature below authorizes the
school to give qutharity for such treatment, [t further indicates that vou Indernnify the School, its emplovees and
agents n respect of all costs and expenses arizing divectly or indirectly from such treatment.

Mame/s of parent(s)/Guardianis) ...

Signed (parent(s)/Guardian(s))



SPECIAL MEEDS AND FURTHER INFORMATION

Parents are expected to be transparent about all inform ation pertaining to the physical, emotional and social
wellbeing of their child

Please list any physiCal Conditimms: i o er a1

Please list any learning disabiliTime: . i s s e re a1 a1t e

Has your child received or is he/she receiving fplease tick all that applhd

Academic Tutoring

Early Intervention Support
Individual teacher aid time
Learning support outside
the classroom

Speech Therapy

Disahility Provisions
English as a second language support

Counsellor Support
Extension/Acceleration
Integration funding
Oeccupational Therapy

Learning support in the classroom
Physiotherapy

O oOooad
O oOaoaod
aaoaoao

Yisual or hearing impairment support

Does your child take medication for any of the ahove? O Yes O Mo

Do any of the conditions above restrict your child from participatingin any activity O Yes O Mo

ls there any physical ar mental condition or social situation which may affect the education of your child and/ar
their safety and/or the safety of others at the school? O ¥es O Mo

If you have answered yes to any of the previous questions, please provide further details:

Please attach doctorfspecialist reports/statements as evidence forthe above. Refer to Enrolment Information

and Conditions of Enrolment for further details.



MCEEDYA Data Collection

The following data is required to be collected by the school for assessment and reporting purposes for the
Australian Government.

Does the student or their mother/guardian or their father/guardian speak a language other than English at
home? (If more than one language, indicate the one that is spoken most often)

Student Mother/guardian Father/guardian
No English only 0 0
Yes, Italian 0] 0 0]
Yes, Cantonese 0 0 0
Yes, Mandarin o] 0] 0]
Yes, Japanese 0 (0] 0
Yes,  Spanish 0] e} 0]

Yes, Other—please specify

What is the highest year of primary or secondary school the Parents/guardians have completed?
(For persons who have never attended school, mark ‘Year 9 or equivalent or below.)

Mark one box only in each column

Mother/guardian 1 Father/guardian 2
Year 12 or equivalent 0] e}
Year 11 or equivalent 0 o}
Year 10 or equivalent 0 0
Year 9 or equivalent or below o] 0

What is the level of the highest qualification the parents/guardians have completed?

Mark one box only in each column

Mother/guardian 1 Father/Guardian 2
Bachelor degree or above 0 0
Advanced Diploma/Diploma Q 0
Certificate | to IV (including trade 0 @]
certificate)
No non-school qualification 0 0

PLEASE REFER TO THE LIST ON THE NEXT PAGE TO ANSWER THE NEXT QUESTIONS
What is the occupation group of the

mother/parentl/guardianl ?

What is the occupation group of the

father/parent2/guardian2 ?

If the person is not currently in paid work but has had a job in the last 12 months or has
retired in the last 12 months, please use the person’s last occupation.

If the person has not been in paid work in the last 12 months, enter ‘8’ in the box above.
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Standard Collection Notice

1.

10.

11.

12.
13.

The School collects personal information, including sensitive information about pupils and parents or guardians before and during the course of a pupil's
enrolment at the School. This may be in writing or in the course of conversations. The primary purpose of collecting this information is to enable the School to
provide schooling to the pupil and to enable them to take part in all the activities of the School.

Some of the information we collect is to satisfy the School's legal obligations, particularly to enable the School to discharge its duty of care

Laws governing or relating to the operation of a school require certain information to be collected and disclosed. These include relevant Education Acts, and
Public Health and Child Protection laws.

Health information about pupils is sensitive information within the terms of the Australian Privacy Principles under the Privacy Act. We may ask you to provide
medical reports about pupils from time to time.

The School from time to time discloses personal and sensitive information to others for administrative and educational purposes, including facilitating the
transfer of a pupil to another school. This includes to other schools, government departments, medical practitioners, and people providing services to the
School, including specialist visiting teachers, volunteers and counsellors.

Personal information collected from pupils is regularly disclosed to their parents or guardians.

The School may store personal information in the 'cloud' which may mean that it resides on servers which are situated outside Australia.

The School's Privacy Policy sets out how parents or pupils may seek access to personal information collected about them.

However, there will be occasions when access is denied. Such occasions would include where access would have an unreasonable impact on the privacy of
others, where access may result in a breach of the School's duty of care to the pupil,

or where pupils have provided information in confidence.

The School Privacy Policy also sets out how you may complain about a breach of privacy and how the School will deal with such a complaint.

As you may know the School from time to time engages in fundraising activities. Information received from you may be used to make an appeal to you. It may
also be disclosed to organisations that assist in the School's fundraising activities solely for that purpose. We will not disclose your personal information to third
parties for their own marketing purposes without your consent.

On occasions information such as academic and sporting achievements, pupil activities and similar news is published in School newsletters and magazines and
on our website. Photographs of pupil activities such as sporting events, school camps and school excursions may be taken for publication in School newsletters
and magazines. The School will obtain separate permissions from the pupils' parent or guardian prior to publication if we would like to include photographs or
other identifying material in promotional material for the school or otherwise make it available to the public such as on the internet.

We may include pupils’ and pupils’ parent contact details in a class list.

If you provide the School with the personal information of others, such as Doctors or emergency contacts, we encourage you to inform them that you are
disclosing that information to the School and why, that they can access the information if they wish and that the School does not usually disclose this
information to third parties.
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