
 

   

ENROLMENT POLICY  
  

Monte Sant’ Angelo Mercy College is an independent Catholic School for Girls Years 5 to 12, in 

the tradition of Sisters of Mercy North Sydney. The College Mission Statement asserts:  

 

• We provide girls with a quality education rich in diversity of opportunity;  

• Students are encouraged to realise their potential within a strong, nurturing 

community based on Mercy values;  

• We prepare students for life by challenging them both academically and spiritually;  

• We motivate students to make a positive contribution to their world.  

 

POLICY  

This policy has been developed to provide transparency for families seeking enrolment of their 

daughters and to ensure that all enrolment applications are dealt with justly and consistently.  

  

The College seeks to enrol girls:  

• Whose families have similar attitudes, values and priorities as the College;  

• Who will avail themselves of the academic opportunities and apply themselves with 

diligence; 

• Who will participate in the co-curricular life of the College;  

• Who will abide by the College regulations; 

• Who will participate in the religious, spiritual and liturgical aspects of College life. 

  

 The College accepts applications at any time for enrolment in the following categories:  

• To commence at the beginning of Year 5; 

• To commence at the beginning of Year 7;  

• To join the relevant cohort at any time after the beginning of Year 5.  

 

PRINCIPLES 

The College recognises the uniqueness of each student. The whole College community benefits 

when the diversity of strengths and needs of individuals is acknowledged and catered for. 

Therefore, the College is not academically selective.  

 

The College will base any decision about whether to offer a place for enrolment to a student by 

weighing several factors. The College has absolute discretion in determining the weight of each 
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of the factors considered and the final decision in matters of enrolment rests with the College 

Principal. 

 

The following factors are considered by the College in any decision about whether to offer a 

place for enrolment: 

 

• An existing family relationship, in particular where: 

• a student is the sibling of a current student or Alumni, or 

• a student is the daughter, granddaughter or niece of an Alumni. 

 

• Alignment between the family and the College, in particular where: 

• the attitudes, values and priorities of parent/carer’s are strongly compatible with 

the ethos of the College 
 

• Alignment of the student and the College offerings, in particular where: 

• the student’s academic reports and broader contributions from previous schools 

indicates appropriate progress, application and attitude. 

 

• The College’s ability to meet the special needs or abilities of the student: 

• The College endeavours to provide for the specific needs, educational and other, of 

a student seeking enrolment.  

• A decision on whether a student is to be enrolled will generally be made 

collaboratively with the parent/carer’s based on the College’s ability and capacity to 

cater for the student’s needs at the time of commencement. 

• The availability or cost of any additional resourcing required to support the learning 

or wellbeing of the student. 

• Parent/Carer’s may be asked to provide expert opinion from independent 

specialists to inform the identification of educational needs and adjustments that 

may be required and will be considered, in determining the decision. 

• Information may be requested at different times prior to the expected 

commencement date i.e. at the time of application, confirmation of enrolment and 

just prior to commencement. 

• The final decision in matters of enrolment rests with the College Principal. 

 

• Order of receipt of the application for enrolment by the College. 

 

• Other considerations, at the discretion of the Principal, including but not limited to  

the needs of families who unexpectedly transfer from interstate or overseas seeking a 

Mercy Catholic education. 

 

• The College may meet with parent/carers of a student before offering a place and may 

contact/visit the student’s current school to assist with the transition to the College as 

appropriate. 
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DUTY OF DISCLOSURE 

• It is the responsibility of parents or legal guardians to provide to the College true and 

accurate information. Any wilful dishonesty or failure to fully disclose information may 

render refusal of enrolment despite the applicant being originally accepted.  

• For the College to support the student’s educational needs, it is essential that parents or 

legal guardians disclose all relevant academic, medical, and behavioural histories to the 

College. This information will be used to assess each student’s educational needs.  

• All information and records provided will be kept confidential and only accessed by 

College staff involved in the planning and decision making for the student’s schooling. All 

personal information collected will be managed in accordance with the College’s Privacy 

Policy.  

• Where parents or legal guardians have been aware of their student's specific educational 

needs and do not declare those needs or withhold relevant information, the College 

reserves the right to not proceed with an enrolment. 

• The information parents/careers provide to the College must be true and correct. Any 

wilful dishonesty may result in withdrawal of an enrolment offer despite the applicant 

being originally accepted.  

• All information and records provided will be kept confidential and only accessed by 

College staff involved in the planning and decision making for the student’s schooling.  

• All personal information collected will be managed in accordance with the College’s 

Privacy Policy. 

• Where parent/carer’s have been aware of their student's specific educational needs and 

do not declare those needs or withhold relevant information, the College may not 

proceed with an enrolment. 

 

 

PROCEDURES 

1. Enrolment – Year 5 Entry 

1.1 Stage One (1) - Application (Conditions) 

  For a student to be enrolled at the College, the following is required from the 

students parent/carers:  

• Complete and submit a signed Enrolment Application and pay the non-

refundable Application Fee;  

• Agree to support the College’s Mission Statement and all aspects of the 

College life; 

• Provide a copy of the student’s Birth Certificate and residency/citizenship 

documents, if the student was born overseas; 

• Provide a copy of the student’s Baptism Certificate (if applicable); 

• Provide a written family reference with the application which addresses 

how the family supports College values. 
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1.1.1  In addition to an enrolment application, the College may request 

additional information from a parent/carer which may include their 

medical or current school information.  

These requests may include but are not limited to: 

• Parent/Carer’s may be asked to provide relevant academic, 

behavioural history and disclose any health, safety and other risks 

from the student’s past behaviour. 

• A profile of wilful misconduct, illegal activities or strong anti-social 

behaviour that indicate the students’ enrolment at the College is 

likely to be detrimental to other students, staff, or the College. 

• Parent/Carer’s ability to meet the financial commitment of 

enrolment at the College. 

 

1.2 Stage Two (2) - Offer or Wait List Placement  

On receipt of an Enrolment Application, Application Fee and the necessary 

documentation, applications will be assessed against the College requirements 

and enrolment considerations, and the College Registrar will respond in writing, 

with either a: 

 

• Provisional Offer of Enrolment - offering a Year 5 place in the relevant calendar 

year intake, where a vacancy exists.  Offers will be made according to the 

chronological order of receipt of the completed application by the College 

Registrar; or,  

 

• Wait List Placement - advising of placement of the applicant’s name on the waiting 

list. Applicants are placed in the relevant waitlist category in chronological 

sequence.  

 

Wait List categories are: 

1. a student is the daughter, granddaughter or niece of an Alumni; 

2. Siblings; 

3. Baptised Catholic girls attending a Catholic primary school; 

4. Baptised Catholic girls attending a non-Catholic primary school; 

5. Non-Catholic girls; 

6. Within each one of the above categories, offers are made in Order of receipt 

of the application for enrolment by the College, or 

• A notification that an offer of enrolment will not be made. 

 

1.2.1 The Wait list will be reviewed regularly, and enrolments offered if: 

• The College determines more places are available; or 
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• Positions become available due to cancelled Provisional Offers of 

Enrolment, either prior to or at the final confirmation of enrolment 

process. 

 

 

1.3 Stage Three (3) - Confirmation 

Where an applicant has received a Provisional Offer of Enrolment for entry in Year 

5, Confirmation of the Enrolment will be finalised in the first school term of the 

year when the student is in Year 3.  

 

1.3.1 For the Confirmation of Enrolment, the College requires the following:  

• Receipt of a signed Confirmation of Enrolment Contract that 

includes a signed statement of account responsibility from both 

parent/carers; 

• Payment of the non-refundable Confirmation of Enrolment Fee; 

• Residency/citizenship documents if the student was born overseas 

(if applicable and not previously provided); 

• A copy of relevant student information;  

o Baptismal Certificate (if applicable and not previously 

provided) 

o The fee account related to any sibling/siblings is to be up to 

date. 

 

1.3.2 The Confirmation of Enrolment Fee will not be refunded unless the 

College, acting reasonably, agrees there are special circumstances 

supporting a full or partial refund. A decision to enrol the student at 

another school will not, of itself, constitute special circumstances. 

1.3.3 The Wait list will be reviewed regularly, and enrolment offered if positions 

become available due to relinquished Confirmed Enrolments. 

 

 

1.4 Additional Health and Learning Needs 

 If an application has disclosed additional health or learning need support, the 

College will request additional information which may include but not limited to: 

• Contact with the student's current school to obtain further information. 

• The parent/carer’s verbal or written consent, for the appropriate College 

Staff to contact any medical or allied health professional to obtain 

information about the student’s physical and mental health, medication 

care plan and any additional needs to fulfil the Colleges duty of care. 

• An independent assessment of the student at any time throughout the 

enrolment and confirmation process. 
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Where the College determines that a prospective student requires adjustments, 

the College will seek to identify whether those adjustments are reasonable and 

will not result in unjustifiable hardship for the College. 

 

Where the College Principal determines that the enrolment of a prospective 

student could cause unjustifiable hardship to the College, the Principal may 

decline to offer enrolment or withdraw an offer of Provisional or Confirmed 

Enrolment. 

 

 

1.5 Pre-Commencement Requirements  

Students entering in Year 5 must have completed the appropriate level of primary 

education, or its equivalent.  

  

 The College requires the following information to be provided prior to 

commencement in Year 5:  

• Latest NAPLAN Results (or equivalent); 

• Last two Academic Reports (or equivalent);  

• Student medical details; 

• Residency/Citizenship documents if the student was born overseas (and 

not previously provided); 

• Family details to fulfil Federal and State Government Education Census 

data requirements; 

• Family Court Orders and/or custody orders and/or parenting plans (if 

applicable). 

• Baptismal Certificate (if applicable and not previously provided). 

 

1.5.1 Parent/Carer’s shall also keep the College informed of any significant 

changes in the student’s physical, intellectual and wellbeing needs. A decision 

on whether a student is to be enrolled or continued to be enrolled will 

generally be made collaboratively with the parent/carer’s based on the 

College’s ability and capacity to cater for the student’s needs at the time of 

commencement. 

 

 

2.  Enrolment - Post Year 7 Entry  

2.1 Enrolment of students after Year 7 is dependent upon places being available.  

 

2.2 For a student to be enrolled at the College, and join the relevant cohort at any time 

after the beginning of Year 7, the student’s parent/carers must: 

• Complete an Enrolment Application and pay the non-refundable Application Fee;  

• Complete and return the Post Year 7 Enrolment Data Form;  



Enrolment Policy  7  

• Provide a copy of the student’s most recent School Reports and latest 

NAPLAN results;  

• Provide a written family reference which address how the family supports 

College values;  

• Agree to support the College’s Mission Statement and all aspects of the 

College life; 

• Provide residency/citizenship documents, if the student was born 

overseas; 

• Provide family details to fulfil Federal and State Government Education 

Census data requirements; 

• Provide Family Court Orders and/or custody orders and/or parenting plans 

(if applicable); 

• Attend an interview with the College Principal or delegate. 

 

 

2.2.1  In addition to an enrolment application, the College may request 

additional information from a parent/carer which may include their 

medical or current school information.  

These requests may include but are not limited to: 

• Parent/Carer’s may be asked to provide relevant academic, 

behavioural history and disclose any health, safety and other risks 

from the student’s past behaviour. 

• A profile of wilful misconduct, illegal activities or strong anti-social 

behaviour that indicate the students’ enrolment at the College is 

likely to be detrimental to other students, staff, or the College. 

• Parent/Carer’s ability to commit to their financial commitment. 

 

2.3 The offer of enrolment is made post-interview on the discretionary authority of 

the College Principal. 

All offers of enrolment will be confirmed in writing with a formal letter of offer.  

 

2.4 To accept the enrolment offer both parent/carers must; 

• Complete and return the signed Enrolment Contract that includes a signed 

statement of account responsibility;  

• Pay the Confirmation of Enrolment Fee.  

 

2.5 The College reserves the right to contact a prospective student’s past school to 

complete a financial and pastoral care check if deemed appropriate.  
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3.  Enrolment Continuation  

3.1 Continued enrolment at the College is dependent upon the student making 

satisfactory academic progress, maintaining consistent attendance, and the 

student and the parent/carer’s observing all behavioural codes of conduct and 

other requirements of the College.  

 

3.2 The College reserves the right to terminate a student’s enrolment on the grounds 

set out on the Enrolment Contract.  

 

3.3 Enrolment will be reviewed at the end of Year 10. Progression from Year 10 to Year 

11 should not be considered automatic.  

 

3.4 Enrolment is contingent on all College fees being paid in accordance with the Fees 

Policy. Where a parent/carer owes monies to the College and all fees have not 

been paid during the year, or if arrangements agreed by the parent/carer and the 

College have not been honoured by the parent, the student(s) cannot be enrolled 

at the College in the following year, subject to the discretion of the College 

Principal. 

 

3.5 Parent/Carers must provide, in writing, at least one school term’s notice of 

withdrawal of a student to the College Principal, or Registrar. A term’s fees will be 

charged in lieu of notice.  

 

4.        Student Leave 

Parents/Carers may apply in writing for extended leave for their child.  Approval is at the 

discretion of the school and must be obtained in advance.  School fees remain payable in full 

during any period of approved or unapproved extended leave. 

 

5. Exchange Students  

Enrolment and processes for International Exchange Students is treated in accordance with the 

College International Exchange Student Policy. 

 

6.   Principal’s Discretion  

The College Principal has absolute discretion in regard to the enrolment of any student at the 

College.  

 

 7.        College Statement on Collected Information  

Information collected and held will be treated in accordance with the College Statement on 

Collected Information.  
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ENDORSED BY:      COLLEGE BOARD  

MANAGEMENT RESPONSIBILITY:   DIRECTOR DEVELOPMENT AND COMMUNITY RELATIONS  
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