Enrolments
Purpose
To ensure that schools:
 enrol eligible students
 maintain enrolment data
 maintain their custodial role

Policy
Schools must:
 enrol eligible students, who are new to the Victorian government
education system under the name contained in the documents
supporting their admission; primarily their birth certificate
 keep copies of sighted documents (Note: for primary students this includes
an Immunisation History Statement from the Australian Immunisation
Register)
 verify changes to student enrolment names
 maintain and update student details obtained on enrolment
 keep all information confidential and managed in accordance with:
o the Department’s privacy policy
o Victorian privacy laws.
Rule: At initial enrolment a Victorian Student Number (VSN) is allocated to a student
in the name certified in admission documents. When students transfer between
schools, the name will remain as the name attached to the VSN, unless new legal
documentation with an amended name is provided.
See: https://www.vcaa.vic.edu.au/administration/schooladministration/studentnumbers/Pages/Index.aspx?Redirect=1)

Changing enrolment name
Note: The majority of students enrolled prior to 2009, with names different from those
appearing on their birth certificate due to previous Department policy; can
continue to be enrolled in these names.
Schools can change the name under which a student is enrolled if:
 new legal documentation with an amended name is provided, such as:
o officially amended birth certificate
o proof of adoption
o court order authorising another name
 supporting documentation, which was not originally available, differs from
the name provided during conditional enrolment see: Admission
 proof is provided that the enrolling parent or the student is using another
name under a scheme designed to ensure their safety, such as witness
protection

CASES21 student information database
The database includes:
 admission forms
 transfer information
 the student register, in primary schools
 class lists

Maintaining and using immunisation records - primary students
In accordance with amendments to ‘No Jab No Play’ legislation, as of 28 February
2018 only the Immunisation History Statement from the Australian Immunisation
Register is acceptable for the purposes of enrolling in a primary school in Victoria.
Sighting of the stamped immunisation booklet or documents produced by GPs or
other immunisation providers are not sufficient evidence to meet this requirement.
The immunisation status of the student must be recorded on CASES21 (whether an
Immunisation History Statement has been received or not) and updated when
necessary.
Immunisation History Statements from the Australian Immunisation Register indicate
whether primary students have been immunised against some or all of the following
infectious diseases:
 hepatitis
 diphtheria
 tetanus
 pertussis (whooping cough)
 poliomyelitis
 Haemophilius influenza type B
 Pneumococcal
 Rotavirus
 Measles
 Mumps
 Rubella
 Meningococcal
 varicella (chickenpox).
For more information on how schools should maintain and use immunisation records
for primary students, visit:
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/enro
lment.aspx#resources

Maintaining Student Family Occupation and Education (SFOE)
information
Funding for equity (Social Disadvantage) provides an individual loading for students
from disadvantaged backgrounds that will increase with the density of
disadvantage at the school. Increased funding for schools has proven to raise
educational outcomes, particularly for these students. Schools use Social
Disadvantage funding to deliver tailored educational programs that meet the needs
of this cohort of students.
The Social Disadvantage loading allocates funding based on parental occupation,
parental education and the level of concentration of disadvantage in a school.
Students with the highest level of need are targeted with the most funding to ensure
schools have the resources to support them.
SFOE information that parents provide directly affects the level of Social
Disadvantage funding that a school will receive. Therefore, it is essential that schools:


ensure that their staff understand why SFOE data is needed and the
benefits of ensuring there are no errors in data logged on CASES21



clearly explain to parents the importance of correctly completing the
parent information form



have a process to ensure SFOE information is accurate and up-to-date



contact parents when occupation and/or education data is missing,
incomplete or unclear



keep records to explain any changes or updates to data submitted by
parents.
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