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Purpose 
The purpose of these guidelines is to provide procedural fairness and clarity when enrolling, and 

transitioning, Students with Disability (SWD) and/or Additional Needs into, and between, schools in the 

Diocese of Maitland-Newcastle. 

 

Guiding Principles 
The following principles inform these guidelines: 

• Diocesan schools are open to the enrolment of children from all Catholic families that commit 

themselves to the school and the parish. 

• The time of enrolment is an opportunity for open dialogue, reflection and mutual discernment 

about the individual circumstances and spiritual journey of the student in the context of family 

and the religious purposes of the school in the life of the parish. 

• The appropriate education of students with disability is based upon curriculum needs rather 

than the description of disability. Disability alone does not necessarily determine enrolment, 

placement or special educational provisions. 

• The degree to which a disability affects the student’s learning depends on the learning 

environment and the student’s ability to interact with that environment. 

• Parents/carers and their advocates are recognised as significant participants in negotiating 

and planning their child’s education. 

• Procedural fairness requires transparency of process, equal access to information and clear, 

open communication. 

 

The following documentation should be read in conjunction with the following: 

• Catholic Schools Office (CSO) Enrolment Policy and Procedure 

• Catholic Primary School Enrolment Package and Catholic Secondary School Enrolment 

Package 
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Phase I: Enrolment Application 
 

POLICY AND CRITERIA 

• The CSO Enrolment Policy applies to all students. 

• Schools are to consider all applications for enrolment using the Diocese’s documented 

enrolment criteria. 

• The CSO Enrolment Policy and criteria underpin the enrolment process. Schools are required to 

develop a policy that is inclusive of all students. 

 

APPLICATION PROCESS 

To ensure compliance with the Disability Standards, schools are advised to:  

• provide each prospective applicant with an Enrolment Application for Catholic Schools form 

following an expression of interest. 

• ensure that the application form/s contain questions about the student’s learning needs and 

provides enough space for detailed answers. Parents/carers should be prepared to meet 

requests for information about the nature or existence of the student’s disabilities, and be 

expected to take the initiative in providing this information and evidence to the school. 

• conduct an initial interview with the parents/carers and the prospective student at an early 

stage to determine whether the applicant meets the standard enrolment criteria. Staff required 

to attend the initial interview may include the following staff: Principal, Assistant Principal, 

Learning Support Teacher (LST), Learning Support Coordinator (LSC), CSO Education Officer, 

Professional Officer (Psychologist). 

• 
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Phase 2: Information About a Studentõs Educational and 

Support Needs 
 

Schools need to determine the resources required to meet the needs of the student. Specific 
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Additional plans may need to be developed in consultation with the student (where appropriate), 

parents, and key stakeholders. 

CONSULTATION WITH PARENTS/CARERS 

It is essential that the Release of Information form is signed by parents/carers, authorising access to 

information from all sources about the student. It is the school’s responsibility to gain the parent/carers 

written permission for release of information and also for observation/support by Education Officers. 
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For a student with disability or a student who is experiencing difficulties, partial attendance provides for 

a controlled period of time within which the student’s capacity to engage and succeed at school is 

strengthened. 

The partial attendance of a student may provide the school with a controlled period of time within 

which to build the capacity and resources to support the student’s needs and development.  





CATHOLIC SCHOOLS OFFICE DIOCESE OF MAITLAND-NEWCASTLE 

Guidelines for the Enrolment and Transition of Students with Disabilities and/or Additional Needs  Page 17 of 47 

Issue Date: February 2019 Intranet Controlled Document 

TRANSITION FLOWCHART 
 

Follow Enrolment Guidelines (flowchart on page 5 ð Phases 1ð4) 

 

 

 

 

Conduct Parent/carer interview (flowchart page 5 ð Phase 1) 

1. Complete Pre-Enrolment Questionnaire 

2. Seek parent/carer permission for Release of Information 

3. If student has extensive needs (Level C or above) contact Education Officer, SSU 

 

 

 

Compile Documentation (flowchart page 5 ð Phase 2) 

Include: recent reports and assessments (less than 2 years old); list of current therapies; Pupil Profile (K–12) or 

Transition Profile (pre- Kinder) 

 

 

 

Visit Current Setting (flowchart page 5 ð Phase 2) 

1. Meet with relevant personnel (teachers, LST/C, support workers). 

2. Conduct observations in current setting 

 

 

 

Phase 3 - 
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YEAR 6 TO 7 TRANSITION FLOWCHART (BETWEEN DIOCESAN SCHOOLS ONLY) 
 

Follow Enrolment Guidelines (flowchart page 5 ð Phases 1ð4) 

 

 

 

Conduct Parent/carer interview (flowchart page 5 ð Phase 1) 

1. Complete Pre-Enrolment Questionnaire 

2. Seek parent/carer permission for Release of Information 

 

 

Primary LST/C to visit local high school to develop full understanding of operations, curriculum and support 

options (early Term 2/beginning Term 3 of pre-transition year) 

 

 

Compile Documentation (flowchart page 5 ð Phase 2) 

Primary LST/C’s need to provide the secondary school with the most recent documentation including recent 

reports and assessments (less than 2 years old); list of current therapies; Learner Profile, Behaviour Support Plan, 

etc. 

Primary LST/C to fill out Transition to Secondary – Information Sheet 

 

 

LSC to visit Current Setting (flowchart page 5 ð Phase 2) 

1. Meet with relevant personnel (teachers, Primary LST/C, support workers). 

2. Conduct observations in current setting 

 

 

Phase 3 ð Decision made regarding enrolment. Where enrolment is offered follow steps below 

 

Develop Transition Plan (flowchart page 5 ð Phase 4) 

The LSC should be responsible for writing the Transition Plan in collaboration with the Primary LST/C 

Include: - Current issues and challenges 

- Goals 

- Support strategies required 

- Planned orientation visits (dates, times, personnel) 

- Evaluation: when? who? how? 

 

 

LSC to prepare and submit Application for Major Capital Works (if relevant) 

… if student requires e.g. ramps, lift, rails, hoist, braille machine, hearing loop, specialised equipment etcetera. 

 

 

 

Implement Transition Plan (flowchart page 5 ð Phase 5) 

 

 

Review Transition Plan - Adjust if needed (flowchart page 5 ð Phase 5) 

 

 

Develop Personalised Plan (flowchart page 5 ð Phase 5) 

for new setting in consultation with parents/carers, and student (if applicable) 
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YEAR 6 TO YEAR 7 

Primary LSTs need to provide the secondary school with the most recent documentation. Other helpful 

documents to be provided include Learner Profiles, Lists of Adjustments etc. The LSC should be 

responsible for writing the Transition Plan in collaboration with the Primary LST.  

 

Checklist (as relevant) 

 
 LST/LSC to visit local high school to develop full understanding of operations, curriculum 

and support options (early Term 2/beginning Term 3 of pre-transition year) 

  
 Parent permission – Release of information form 

  
 Pre-Enrolment Form – Request for Support Student with Disability (NSW State Criteria) 
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TRANSITION FROM ONE SCHOOL WITHIN THE DIOCESE TO A SCHOOL WITHIN 

ANOTHER DIOCESE 
 

Checklist (as relevant, and only with signed parental permission) 

 
 Personalised Plan (current Principal to start transition process online) 

  
 Learner Profile 

  
 Additional Plans (MHCP, HCMP, IBSP…) 

  
 SWD application history  

  
 Other 

  

 

TRANSITION FROM A SCHOOL WITHIN THE DIOCESE TO ANOTHER SCHOOL 

SYSTEM 
 

Checklist (as relevant, and only with signed parental permission) 

 
 Personalised Plan 

  
 Learner Profile 

  
 Additional Plans (MHCP, HCMP, IBSP…) 

  
 Other 

  

 

TRANSITION FROM ANOTHER DIOCESE 
 

Checklist (as relevant) 

 
 Parent permission – Release of information form 

  
 Pre-Enrolment Form – Request for Support Student with Disability (NSW State Criteria) 

  
 Pre-enrolment questionnaire 

  
 Personalised Plan 

  
 Learner Profile 

  
 Additional Plans (MHCP, HCMP, IBSP…) 

  
 Other 
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P R E - E N R O L M E N T  Q U E S T I O N N A I R E  
(PHASE 1: ENROLMENT APPLICATION) 

 

These questions provide a guide for schools in obtaining preliminary information about the student’s educational 

needs prior to enrolment. Please ask ALL questions.  

 

 

Student Name: ………………………………….. Date of Birth: …………………… 

 

School Applying to: ………………………………………………………………………….................. 

 

Date of Meeting: …………………………………………………………………………………………… 

 

In Attendance:  ……………………………………………………………….... 

 

   …………………………………………………………………. 

 

   …………………………………………………………………. 

 

   …………………………………………………………………. 

 

   …………………………………………………………………. 

 

 

Notes taken by: …………………………………………………………………. 

 

 

Educational Needs 

Does your child have a known disability?     YES NO 

For example: physical, intellectual, hearing, vision or emotional?  

 

Name of disability: ………………………………………….................................. 

 

Diagnosed by:  ………………………………………………………………..… 

 

Date of diagnosis: ………………………………………………………………..… 

 

Report for the school:        YES NO 

(If yes, please provide a copy of most recent report) 

  

Teaching & Learning Services 

Student Support Unit 
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Hearing and Vision 

Have your child’s eyes been tested?       YES NO 

 

By whom? ………………………………………………………………………………………… 

 

Is written information available to assist the school?    YES NO 

 

Is there a history of sight problems?      YES NO 

 

Does your child need to wear glasses, 

have vision aids, scribes, tutors, etc.?       YES NO 

 

Has your child had a hearing test?      YES NO 

 

By whom? ……………………………………………………………………………………………… 

 

Is written information available to assist the school?    YES NO 

 

Is there a history of hearing or ear problems?     YES NO 

  

Does your child need aids or acoustic 

considerations in the classroom?      YES NO 

 

Support 

Does your child receive support from others?     YES NO 

For example: Early Intervention Service, CPA, psychologist,  

physiotherapist, occupational therapist, speech pathologist,  

Pathways, Down Syndrome Society, Autism Spectrum Australia,  

LifePoints, Kaleidoscope, NDIA, Samaritans 

 

Name of 

Agency  

 Or Professional 

Contact Person Phone 

Number 

Frequency 

of Visits 

Will this 

support be 

ongoing? 

Report 

Supplied 
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Pre-Enrolment Meeting Notes 
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P R E - E N R O L M E N T  ð  R E Q U E S T  F O R  S U P P O R T  F O R M  
 STUDENT WITH DISABILITY (NSW STATE CRITERIA) 

As per the Guidelines for Enrolment and Transition of Students with Disabilities and/or Additional Needs 

(Phase 2), on receipt of an Enrolment Form for a student with disability (NSW State Criteria) who may 

require support at Level C or above this form is to be completed by the LST/LSC, signed by the Principal, 

and submitted to the Student Support Unit. Enrolment should not be offered prior to consultation with an 

Education Officer (Student Support). 

mailto:christine.pilley@mn.catholic.edu.au
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C S O  P A R E N T  P E R M I S S I O N  ð  R E L E A S E  O F  

I N F O R M A T I O N  F O R M  
PRE-ENROLMENT/TRANSITION/VALIDATION 

As per the guidelines (Phase 2), the Learning Support Teacher (LST)/Learning Support Coordinator (LSC) 

must complete this form and ensure that parental consent is obtained prior to gathering information or 

conducting observations as part of the enrolment/transition process. 

STUDENT DETAILS 

Name of Student: Click here to enter text. Date of Birth: Click here to enter a date. 

Class teacher: Click here to enter text. Grade: Choose an item. 
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5. Self-help Skills: toileting, eating, dressingé 

 

 

6. Likes: 

 

 

7. Dislikes: 

 

 

8. Sensory needs: 

 

 

9. Behaviour: 

 

 

10. Medication: 

 

 

Student Statement: Please tell us anything about this child that will assist us to support him/her at school 

 

  



CATHOLIC SCHOOLS OFFICE DIOCESE OF MAITLAND-NEWCASTLE 

Guidelines for the Enrolment and Transition of Students with Disabilities and/or Additional Needs  Page 35 of 47 

Issue Date: February 2019 Intranet Controlled Document 

  

T R A N S I T I O N  T O  K I N D E R G A R T E N  O B S E R V A T I O N  

C H E C K L I S T  
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Skill Area Always Usually Never 

Stays within defined boundaries    

Is aware of personal space    

Manages feelings/frustrations appropriately    

    

4. Individual Readiness Skills    

Completes tasks    

Stays on task for short periods of time    

Follows instructions given by teacher    

Follows simple rules and procedures in classroom, with reminders    

Able to use technology where appropriate    

    

5. Fine/Gross Motor/Mobility Skills    

Put on socks/shoes without ties    

Completes simple 3 – 6 piece puzzle    

Able to use scissors to cut    

Can use tripod grip to hold pencil    

Can hop, jump etc. appropriate to age    

Able to use climbing equipment    

Safely negotiates stairs    

Imitates body positions (e.g. Statues)    

    

Additional Comments 
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T R A N S I T I O N  T O  P R I M A R Y  S C H O O L  ð  S T U D E N T  

P R O F I L E  
To be completed by the student’s parents/carers 

My child’s name is:  

My name is:  

Relationship to child:  

Date:  

What does your child like to do in his/her spare time? What are his/her interests? 

 

 

What self-help skills can your child do independently? For example: toileting, dressing, eating… 

 

 

Does your child know other children who are starting school? If so, what are their names? 

 

 

What could a teacher do to help your child at school? 

 

 

What things can upset your child? 

 

 

What is your child looking forward to about starting school? 

 

 

What are your concerns for your child about starting school? 

 

 

Teaching & Learning Services 

Student Support Unit 

 





CATHOLIC SCHOOLS OFFICE DIOCESE OF MAITLAND-NEWCASTLE 

Guidelines for the Enrolment and Transition of Students with Disabilities and/or Additional Needs  Page 39 of 47 

Issue Date: February 2019 Intranet Controlled Document 

NOTES 
Curriculum Engagement:  

e.g., Stage level, literacy skills, numeracy skills, organisational skills, task focus and completion, task 

avoidance, ability to work independently, group participation 

 

 

 

 

Social Engagement: 

e.g., initiating interaction, making and maintaining friends, relating to adults 

 

 

 

 

 

Communication: 

e.g. starting and maintaining conversation, expressing thoughts and ideas, understanding 

explanations and instructions, engaging in class discussions 

 

 

 

 

 

Behaviour: 

e.g. following routines, meeting expectations, regulating emotions, resolving conflict, accepting 

praise, accepting consequences 

 

 

 

 

Particular concerns that may impact on learning and school participation: 

e.g. sensory needs, sleeping patterns, diet and eating habits, attendance 
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Medical Needs: 

e.g. allergies, diabetes, epilepsy, medication schedule 

 

 

 

 

 

Areas of Interests and Strengths: 

e.g. likes, special interests, hobbies, sport, artistic pursuits, community and parish participation 

 

 

 

 

 

 

Areas of Challenge: 

e
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T R A N S I T I O N  T O  S E C O N D A R Y  S C H O O L  ð  S T U D E N T  

P R O F I L E  
To be completed by the student 

Student’s Name:  

Dat��
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P A R T I A L  A T T E N D A N C E  P L A N  R E V I E W  
 

Please refer to the Partial Attendance Guidelines as needed. 

 

Student Name: Click here to enter text. Grade: Choose an item. 

School: Choose an item. Review Date: Click or tap to enter a 
date. 

Assistant Director 
consulted: 

Choose an item. Education Officer 
consulted: 

Choose an item. 

Risk Assessment 
Completed (as part of 
review):  

YES տ    NO տ     N/A տ Case Manager: Click or tap here to enter 
text. 
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E N R O L M E N T / T R A N S I T I O N  C H E C K L I S T  
 

Student Information 

Student Name:  

Address:  

Gender: Male  Female 

Date of Birth:  

School:  

Grade:  

  

Parent Information 

Names:  

Contact number/s:  

Email:  

  

Identified Needs 

Primary disability: Cognition 

 Autism 

 Hearing 

 Vision 

 Mental Health 

 Physical 

 Language 

Notes:  
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Tick Task Notes 

 School Psychologist  

 Early Intervention Reports  

 Speech Reports  

 OT Reports  

 Vision Australia Report  

 Hearing Australia Report  

 Physiotherapy Report  

 Previous school reports  

 Site Assessment  

 Student Profile  

 Transition Plan  

 Safety Support Plan  

 Behaviour Support Plan  

 Health Care Management Plan  

 Capital Grants Application  

 Assisted School Travel Application  

 Latest PP/IBP/HCMP  

 Special Provisions (examinations)  

 Professional Development for Staff  

 FACS Caseworker  

 Centrelink  

 CSO Education Officer – Vocational 

Education 

 

 NDIS Planner  

   

   

   

   

   

   

   

 


