
 
          

 
 

ENROLMENT POLICY 
Help for non-English speakers 
If you need help to understand the information in this policy, please contact 
8311-5200 

 
 

Rationale: 

Sunshine College is a multi-campus, 7-12, co-educational school in Melbourne’s Inner West serving the 
educational needs of approximately 1000 young people. The Sunshine College community is diverse and 
provides specialised educational programs including one for deaf and hard of hearing students as part of 
our Deaf Facility.  

Each campus of the college has a strong sense of pride and identity and is assigned a ‘Designated 
Neighbourhood Area’ (DNA) that is adhered to when new enrolments are considered.  Whilst every effort 
is made to accommodate all students applying to enrol at the College, this is not always possible. In the 
event where enrolment applications exceed college availability, the school enrols students for whom it is 
the designated neighbourhood school.  

Purpose: 

• To ensure the right of all students who live within the College DNA have a place at our school. 
• To ensure the enrolment process follows all Department of Education and Training policy and 

guidelines. 
• To provide a clear enrolment process for the school community. 
• To monitor student numbers and plan for future enrolments in line with college capacity 

Scope: 

This policy applies to: 

• students seeking enrolment at the school 

• deaf and hard of hearing students who live outside the zone and seek priority enrolment under 
the specialist enrolment criteria. 

Implementation: 

1. The responsibility of managing the enrolment process of new students is the responsibility of 
 Leading Teacher for Engagement at the appropriate campus and year level. 

2. All Grade 6 to Year 7 enrolment placements are made according to the Department of 
 Education Placement process whilst students are in Grade 6. Parents of students in Grade 6 
 will receive the relevant documentation regarding transition to Year 7 from primary schools. 
 The Year 7 Placement Forms are issued by the Department of Education and Training and 
 returned to the primary school by the specified date.  



 
3. Parents/Guardians of Grade 6 students will be asked by the college to provide 2 forms of 
 documentation for proof of residency to accept an offer that is made in Term 3 of each year. 

4.  The Assistant Principal for Engagement will review all Grade 6 applications in accordance with the 
 school’s enrolment policy. 

5.  Sunshine College in accordance with DET enrolment priorities applies the following enrolment 
 criteria when determining Year 7 – 12 placements:  

• Students for whom the school is the DNA government school. 
https://www.findmyschool.vic.gov.au/#school=1879002 
https://www.findmyschool.vic.gov.au/#school=1879004 

• Students with a sibling at the same permanent residence, attending the school at 
the same time.  

• Where enrolment numbers have been restricted, students whose permanent 
residence is closest to the school.  

• Students who meet specific enrolment criteria relating to hearing loss (see point 7 
below) 

• Students seeking enrolment on specific curriculum grounds.                                                                                                               
• In exceptional circumstances, compassionate grounds.  

Our Waiting List priority order: 

1. Deaf student. 

2. Closest to the campus. 

3. Designated Campus Neighbourhood Area and siblings at school. 

4. Designated Campus Neighbourhood Area. 

5. Designated College Neighbourhood Area and siblings at school. 

6. Outside Designated College Neighbourhood Area and siblings at school. 

7. Designated College Neighbourhood Area. 

8. Requirement of specific programs. 

9. Compassionate grounds. 

10. Outside Designated College Neighbourhood Area. 

6.  To enrol at Sunshine College for the Year levels 8-12, an Enrolment Enquiry form must be 
completed accompanied with an original or certified copy of student birth certificate and or 
passport; most current student reports and proof of permanent residency. The enrolment 
enquiry form does not guarantee enrolment to the college. The application form is reviewed by 
school leadership and further before an enrolment interview can take place. 

7.  Specialist enrolment criteria 
The following specialist enrolment criteria have been specified and approved by the Deputy 
Secretary, Schools and Regional Services (as the Minister’s delegate), under section 2.2.16(b) of 
the Education and Training Reform Act 2006 (Vic).  
 
Students seeking priority enrolment under the specialist enrolment criteria must have: 
1. A bilateral sensorineural hearing loss that is moderate/severe/profound 
and 
2. The student requires intervention or assistance to communicate. 
Evidence and supporting information requirements for the specialist enrolment criteria 
To support a student’s application for enrolment, the following evidence and supporting 
information must be provided: 
Criterion 1 - A bilateral sensorineural hearing loss that is moderate/severe/profound. 

• A current signed audiogram and written statement describing the type of hearing loss 
from a qualified audiologist (dated within the past 12 months). 

https://www.findmyschool.vic.gov.au/#school=1879002
https://www.findmyschool.vic.gov.au/#school=1879004


 
OR 

• A signed statement from an audiologist or professional from a cochlear implant clinic 
confirming the student has cochlear implant/s (no timeframe requirements). 
NOTE: For students with a cochlear implant in one ear only, a signed audiogram and 
written statement describing the hearing loss from a qualified audiologist (dated within 
the past 12 months) is required to verify a moderate/severe/profound sensorineural 
hearing loss in the non-implanted ear.  
 

Criterion 2 - The student requires intervention or assistance to communicate. 

• Evidence from a relevant professional that the student requires intervention or assistance 
to communicate.  

 
The department’s regional offices play a role in helping schools with enrolment processes.  
NOTE: Enrolment applications may not be successful if the requested documentation is not 
provided or is invalid. 

 
 

8.  Proof of permanent residency within the campus or college DNA is required for all applications. It 
is the responsibility of the family to provide satisfactory documents. Staying with a relative or 
friend does not qualify a student as a resident.  

 

Any 2 of the following documents are evidence of residency: 

• Rental agreements or unconditional contracts of sale  
• electoral enrolment confirmation 
• council rates notices 
• other official documentation that demonstrates permanent residency at that address 

such as a driver's license or health care card. 
 

Documents should show the same address and parent's/carer's name as recorded on the school 
enrolment application form. 
 
On request, parents/guardians may be required to complete a statutory declaration confirming 
the student is living in the address provided in the enrolment application and that the 
arrangement is genuine and intended to be permanent. 
 
Enrolment applications may not be successful if the requested documentation is not 
 provided. 
 

9.  Each applicant and a parent/guardian must attend an enrolment interview with the Leading 
 Teacher of Engagement where all documentation and Enrolment form are checked. 
 
10. If a student has any medical conditions that require a medical plan it must be presented to school 
 before the student commences.  

 
 

Enrolment on compassionate grounds 
In exceptional circumstances, a student may be enrolled on compassionate grounds. This is an 
overarching consideration and does not form part of the priority order of placement. Further 
information can be found at ‘Exceptional circumstances – compassionate grounds’. 

Appeal Process 
Parents or carers can appeal an enrolment decision by lodging a written appeal with the 
principal. 
If this appeal is unsuccessful and parents or carers are not satisfied that their appeal has been 
adequately considered, they may write to the SWVR Regional Director. Further information on 
appeals can be found at Appealing enrolment decisions. 

 

https://www2.education.vic.gov.au/pal/enrolment/guidance/placement-policy#exceptional-circumstances-%E2%80%93-compassionate-grounds
https://www2.education.vic.gov.au/pal/enrolment/guidance/appealing-enrolment-decisions


 
Communication 

The Sunshine College enrolment policy is available to the school community on the school’s 
website. 

 
International students 
 
Initial applications for enrolment must be made through the International Student Division of the 
Department of Education and Training. Sunshine college accepts the enrolment of international students 
who reside in or near the school’s DNA.  
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