ENROLMENT PROCESS
ENROLMENT RECEIVED
Acknolwedgement Letter sent (both in and out of zone) with details as to next steps. Office records
information for enrolment and advises the Principal.

IN ZONE
STUDENTS

Students automatically accepted

Enrolment form to be completed.
Sibling numbers to be advised for
future planning.

Confirmation letter sent to
parents with pre-school visits and
start date.

OUT OF ZONE
STUDENTS – BALLOT

First Priority
Not available as school does not run a
special programme approved by the
Secretary for Education

Second Priority *
Must be given to applicants who are
siblings of current students

Third Priority *
Must be given to applicants who are
siblings of former students.

Fourth Priority *
Must be given to any applicant who is
a child of a former pupil of the
school.

* If the number of enrolments are fewer than places available no ballot is
required. If there are more applicants in the Second, Third, Fourth, Fifth or
Sixth Priority groups than there are places available, selction within the
priority group will be by ballot conducted in accordance with instructions
issued by the Secretary under Section 11G(1) of the Education Act 1989.
Parents will be informed of the date of any ballot by notice in a daily or
community newspaper circulating in the area of the school. Refer to
Calendar of Events.

Fifth Priority *
Must be given to any applicant who is
either a child of an employee of the
school or a child of a member of the
Board of the school.

Sixth Priority *
Must be given to all other applicants.

CALENDAR OF EVENTS

AUGUST BOT MEETING
Advise BOT of likely places for the next year’s ballot

1ST SEPTEMBER
Decide on the amount of places available for the next year

15th SEPTEMBER
Advertise the number of positions in the schools group advert (Charles Levings Avonhead)
Specific numbers at year levels do not need to be advertised but can be (MOE suggested not to)
Use standard advert that set the ballot days and time lines etc. for the next year.
As names come in, prioritise these according to enrolment policy (siblings etc.)

30th OCTOBER
If the number of children is less than the number of available places, then no ballot is
required. Send confirmation letters.
If numbers exceed places then we need to ballot (local Police or JP)
We can offer X amount of places in the advert but do not need to take them all.
Once ballot is completed, send acceptance confirmation letters and/or non-acceptance. This includes a questionnaire
about address and circumstances. Proof will be needed or the BOT/MOE can annul the application. We can ballot for a
place and keep a ‘priority list’ if a place becomes available. If the time for another a ballot occurs, all names go back into
the ballot and their place may change.

TERMLY
Each term we can hold a ballot if need but not necessary (End Term1, end Term 3, end Term 3 and
includes the October process for the following year)
We follow the same process but this is a small advert (excludes yearly dates etc.)

