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ENROLMENT AT ALAMANDA COLLEGE
Dear Parents / Guardians,
To be able to enrol your child at Alamanda College, you must be living within our boundary or
have a child currently attending as an Alamanda Student. To check if your address is within our
catchment boundary, please visit www.findmyschool.vic.gov.au
If your family meets these requirements, please download and complete the enrolment form and
submit your supporting documentation to alamanda.k9@education.vic.gov.au
Please put your child's name in the subject line.
Please be advised you will be required to provide the following documentation as part of your
child's enrolment.

PLEASE NOTE:
We are unable to accept an enrolment form without fill of the below supporting documents.
•
•
•

Birth Certificate and if born overseas - Passport and Visa

Immunisation History Statement - Printed from the MyGov website

If immunized overseas- please contact the Australian Immunisation Register by phoning
1800 653 809

•

Recent Electricity or Gas bill

•

Lease Agreement/Recent Contract of sale
o

•

Lease agreement must not end before the 31/12/2021

Driver's Licence with current address

As part of the Western Metropolitan Region enrolment process please be advised that the
enrolment process for Alamanda College is not complete until your residential eligibility has
been verified and a 'Confirmation of Enrolment' letter has been forwarded to you.
Kind regards,

Leigh Allen-Armistead
Enrolment Officer

ABN
School
address

5 64131798 02
86-100 Alamanda Blvd Point Cook 3030
PO Box 6606, P oint C o o k 3 0 3 0

p (03) 8376 5200
e alamanda.k9@education.vic.gov.au

w www.alamandacollege.vic.edu.au
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SCHOOLS’ PRIVACY
POLICY
The Department of Education and Training (which
includes all Victorian government schools, central and
regional offices) values the privacy of every person and is
committed to protecting information that schools collect.
All staff including contractors, service providers and
volunteers of the Department, and this Victorian
government school (our school), must comply with
Victorian privacy law and this policy.
In Victorian government schools the management of
‘personal information’ and ‘health information’ is governed
by the Privacy and Data Protection Act 2014 (Vic) and
Health Records Act 2001 (Vic) (collectively, Victorian
privacy law).

WHAT INFORMATION DO WE COLLECT?
Our school collects the following type of information:
•

information about students and their families,
provided by students, their families and others

•

information about job applicants, staff, volunteers
and visitors; provided by job applicants, staff
members, volunteers, visitors and others.

HOW DO WE COLLECT THIS INFORMATION?
Our school collects information in a number of ways,
including:
•

in person and over the phone: from students and
their families, staff, volunteers, visitors, job
applicants and others

•

from electronic and paper documentation: including
job applications, emails, invoices, enrolment forms,
letters to our school, consent forms (for example:
enrolment, excursion, Student Support Services
consent forms), our school’s website or schoolcontrolled social media

CURRENT VERSION OF THIS POLICY

•

This policy will be regularly reviewed and updated to take
account of new laws and technology and the changing
school environment when required. Please ensure you
have the current version of this policy.

through online tools: such as apps and other
software used by our school

•

through any CCTV cameras located at our school.

This policy explains how our school collects and manages
personal and health information, consistent with Victorian
privacy law.

DEFINITIONS
Personal information is information or opinion,
whether true or not, about a person whose identity is
apparent, or can reasonably be ascertained, from the
information or opinion – that is recorded in any form. For
example, a person's name, address, phone number and
date of birth (age). De-identified information about
students can also be personal information.

Health information is information or opinion about a
person’s physical, mental or psychological health or
disability, that is also personal information – whether in
writing or not. This includes information or opinion about a
person’s health status and medical history, immunisation
status and allergies, as well as counselling records.

Sensitive information is information or opinion about a
set of specific characteristics, including a person’s racial or
ethnic origin, political opinions or affiliations, religious
beliefs or affiliations, philosophical beliefs, sexual
orientation or practices; or criminal record. It also includes
health information.
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Collection notices
When our school collects information about you, our
school takes reasonable steps to advise you of how the
information will be handled. This includes the purpose of
the collection, and how to access, update and correct
information held about you. For information about students
and their families, a collection notice is provided to parents
(or students who are mature minors) upon enrolment.

Unsolicited information about you
Our school may receive information about you that we
have taken no active steps to collect. If permitted or
required by law, our school may keep records of this
information. If not, we will destroy or de-identify the
information when practicable, lawful and reasonable to do
so.

WHY DO WE COLLECT THIS INFORMATION?
Primary purposes of collecting information
about students and their families
Our school collects information about students and their
families when necessary to:
•

educate students

•

support students’ social and emotional wellbeing,
and health

•

fulfil legal requirements, including to:
o

•

•

take reasonable steps to reduce the risk of
reasonably foreseeable harm to students,
staff and visitors
(duty of care)

o

make reasonable adjustments for students
with disabilities (anti-discrimination law)

o

provide a safe and secure workplace
(occupational health and safety law)

WHEN DO WE USE OR DISCLOSE
INFORMATION?
Our school uses or discloses information consistent with
Victorian privacy law, as follows:
1.

for a primary purpose – as defined above

2.

for a related secondary purpose that is
reasonably to be expected – for example, to
enable the school council to fulfil its objectives,
functions and powers

3.

with notice and/or consent – including consent
provided on enrolment and other forms (the
information collected will not be disclosed beyond
the Department of Education and Training
without consent, unless such disclosure is lawful)

4.

when necessary to lessen or prevent a
serious threat to:

enable our school to:
o

communicate with parents about students’
schooling matters and celebrate the efforts
and achievements of students

o

maintain the good order and management of
our school

enable the Department to:
o

ensure the effective management, resourcing
and administration of our school

o

fulfil statutory functions and duties

o

plan, fund, monitor, regulate and evaluate the
Department’s policies, services and functions

o

comply with reporting requirements

o

investigate incidents in schools and/or
respond to any legal claims against the
Department, including any of its schools.

•

a person’s life, health, safety or welfare

•

the public’s health, safety or welfare

5.

when required or authorised by law – including
as a result of our duty of care, anti-discrimination
law, occupational health and safety law, child
wellbeing and safety law, reporting obligations to
agencies such as the Department of Health and
Health and Department of Families, Fairness and
Housing and complying with tribunal or court
orders, subpoenas or search warrants

6.

to investigate or report unlawful activity, or
when reasonably necessary for a specified law
enforcement purpose, including the prevention
or investigation of a criminal offence or seriously
improper conduct, by or on behalf of a law
enforcement agency

Primary purposes of collecting information
about others
Our school collects information about staff, volunteers and
job applicants:
•

to assess applicants’ suitability for employment or
volunteering

7.

for Department research or school statistics
purposes

•

to administer employment or volunteer placement

8.

to establish or respond to a legal claim.

•

for insurance purposes, including public liability and
WorkCover

•

•

to fulfil various legal obligations, including
employment and contractual obligations,
occupational health and safety law and to
investigate incidents
to respond to legal claims against our school/the
Department.
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A unique identifier (a CASES21 code) is assigned to each
student to enable the school to carry out its functions
effectively.

STUDENT TRANSFERS BETWEEN VICTORIAN
GOVERNMENT SCHOOLS
When a student has been accepted at, and is transferring
to, another Victorian government school, our school

transfers information about the student to that school. This
may include copies of the student’s school records,
including any health information.
This enables the next school to continue to provide for the
education of the student, to support the student’s social
and emotional wellbeing and health, and to fulfil legal
requirements.

NAPLAN RESULTS
NAPLAN is the national assessment for students in years
3, 5, 7 and 9, in reading, writing, language and numeracy.
When a student transfers to another Victorian government
school, their NAPLAN results are able to be transferred to
that next school.
Additionally, a student’s NAPLAN results are able to be
provided to the student’s previous Victorian government
school to enable that school to evaluate their education
program.

RESPONDING TO COMPLAINTS
On occasion our school, and the Department’s central and
regional offices, receive complaints from parents and
others. Our school and/or the Department’s central or
regional offices will use and disclose information as
considered appropriate to respond to these complaints
(including responding to complaints made to external
organisations or agencies).

ACCESSING YOUR INFORMATION
All individuals, or their authorised representative(s), have
a right to access, update and correct information that our
school holds about them.

ACCESS TO STUDENT INFORMATION
Our school only provides school reports and ordinary
school communications to parents who have a legal right
to that information. Requests for access to other student
information must be made by making a Freedom of
Information (FOI) application through the Department’s
Freedom of Information Unit (see below).
In some circumstances, an authorised representative may
not be entitled to information about the student. These
circumstances include when granting access would not be
in the student’s best interests or would breach our duty of
care to the student, would be contrary to a mature minor
student’s wishes or would unreasonably impact on the
privacy of another person.
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ACCESS TO STAFF INFORMATION
School staff may first seek access to their personnel file by
contacting the principal. If direct access is not granted, the
staff member may request access through the
Department's Freedom of Information Unit.

STORING AND SECURING INFORMATION
Our school takes reasonable steps to protect information
from misuse and loss, and from unauthorised access,
modification and disclosure. Our school stores all paper
and electronic records securely, consistent with the
Department’s records management policy and information
security standards. All school records are disposed of, or
transferred to the State Archives (Public Record Office
Victoria), as required by the relevant Public Record Office
Standard.
When using software and contracted service providers to
manage information, our school assesses these according
to the appropriate departmental processes. One example
of this is that staff passwords for school systems are
strong and updated on a regular basis, consistent with the
Department’s password policy.

UPDATING YOUR INFORMATION
We endeavour to ensure that information about students,
their families and staff is accurate, complete and up to
date. To update your information, please contact our
school’s general office.

FOI AND PRIVACY
To make a FOI application contact:
Freedom of Information Unit
Department of Education and Training
2 Treasury Place, East Melbourne VIC 3002
(03) 9637 3961
foi@education.vic.gov.au
If you have a query or complaint about privacy, please
contact:
Knowledge, Privacy and Records Branch
Department of Education and Training
2 Treasury Place, East Melbourne VIC 3002
(03) 8688 7967
privacy@education.vic.gov.au

STUDENT ENROLMENT FORM
This form is designed to be used for enrolling students in Victorian government schools using CASES21.

Schools, please note:

It is imperative that any enrolment form the school provides to parents/guardians contains the questions marked
with the symbol (and shaded yellow) exactly as they appear on this form. This is a requirement of the
Commonwealth Government.
All schools across Australia are required to collect this information for all students. Critical to the success of this
process is that all schools use the nationally consistent definitions for student background characteristic information
exactly as they appear on this enrolment form. The data obtained from this process is linked to student results on
national tests, aggregated and published in such publications as the National Report on Schooling in Australia on
behalf of Australian education ministers. No individual student or school is identifiable through the published
information.
A copy of the School Enrolment Privacy Collection Statement must be attached to this enrolment form before
distribution to parents and guardians as this is a requirement of the Privacy and Data Protection Act 2014 (Vic).
School Enrolment Privacy Collection Statements are located here
https://www2.education.vic.gov.au/pal/privacy-information-sharing/policy
Explanations of the Parental Occupation Group codes are included at the end of this document.

For additional forms including:
• Student enrolment form – alternative family
• Student enrolment form – additional family
• Student medical condition
go to:
https://edugate.eduweb.vic.gov.au/Services/bussys/cases21/Forms/Forms/AllItems.aspx
For conveyance application forms (that parents need to complete) and for school conveyance claim forms go to
the Student Transport site:
https://www2.education.vic.gov.au/pal/conveyance-allowance/policy
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page 0

version 2.13



EASY STEPS TO COMPLETE
ENROLMENT FORM ON YOUR PC



Click on Enrolment Form
Fillable



Save or download the
Enrolment Form Fillable to
your PC



Open your Saved or
Downloaded Enrolment Form
Fillable and complete all
required fields. (Note: all red
fields must be completed)



Click on Submit and email
completed Enrolment Form
Remember: all supporting
documents must be attached to
your returning email. If additional
emails are required – student’s
name (as it appears on Enrolment
Form) must be included in the
email Subject Line.

Once your completed Enrolment Form and ALL supporting documents (as listed) has been received and reviewed by Alamanda College,
you will be contacted by the College’s Enrolment Co-ordinator to make a suitable appointment time to finalise your child’s enrolment.
Please be aware that the enrolment process for your child will not proceed until all the required documents are supplied.
❖

BIRTH CERTIFICATE

❖

PASSPORT AND VISA (IF BORN OVERSEAS)

❖

IMMUNISATION HISTORY STATEMENT (PRINTED FROM THE MYGOV WEBSITE)
IF IMMUNISED OVERSEAS - PLEASE CONTACT THE AUSTRALIAN IMMUNISATION REGISTER BY PHONING 1800 653 809

❖

RECENT ELECTRICITY OR GAS BILL

❖

LEASE AGREEMENT / RECENT CONTRACT OF SALE (LEASE AGREEMENT MUST NOT END BEFORE 31st DECEMBER 2021)

❖

DRIVER’S LICENSE (WITH CURRENT ADDRESS)

Please email your completed Enrolment Form Fillable and ALL supporting documents to alamanda.k9@education.vic.gov.au

ALAMANDA K-9 COLLEGE
STUDENT ENROLMENT INFORMATION

Computer Generated Student ID:
Enrolment Year

STUDENT DETAILS
PERSONAL DETAILS OF STUDENT

Title: (Miss, Ms, Mx, Mr)

Surname:
First Given Name:
Second Given Name:
Preferred Name (if applicable):
❖ Gender :

Male

Female

(fill in blank)
Birth Date:
(dd-mm-yyyy)

Student Mobile Number:

/

/

PRIMARY FAMILY HOME ADDRESS:
No. & Street: or PO Box details
Suburb:
State:

Postcode:

Telephone Number:

Silent Number:

Mobile Number:

Fax Number:

Yes

No

OFFICE USE ONLY
Child’s Name and Birth Date proof sighted (tick)
Year
Level

Home
Group

Yes

No

Timetabling
Group

Enrolment Date:

House

Campus

Student Email Address:
Immunisation Certificate received?: (tick)

 Complete

 Not sighted

Is there a Medical Alert for the student? (tick)

 Yes

 No

Does the student have a Disability ID Number?
(tick)
Has a Transition Statement been provided (either
by the Early Childhood Educator or parents)? (tick)
For prep students only

 No

 Yes

Disability ID No.:

 Yes

 No

 Pending

FAMILY DETAILS
List any other family members attending this school:

❖ This question is asked as a requirement of the Commonwealth Government. All schools across Australia are required to
collect the same information.
Last updated: September 2020
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PRIMARY FAMILY DETAILS
NOTE: The ‘PRIMARY’ Family is: “the family or parent the student mostly lives with”. Additional and Alternative family forms are
available from the school if this is required. These additional forms are designed to cater for varying family circumstances.

ADULT A DETAILS (PRIMARY CARER):
Gender:
Title:

Male

ADULT B DETAILS:

Female

Fill in blank

Gender :

Male

Female

Title: (Ms, Mrs, Mr, Mx, Dr)

(Ms, Mrs, Mr, Mx, Dr)

Legal Surname:

Legal Surname:

Legal First Name:

Legal First Name:

What is Adult A’s occupation?

What is Adult B’s occupation?

Who is Adult A’s employer?

Who is Adult B’s employer?

In which country was Adult A born?

In which country was Adult B born?

Australia

Fill in blank

Other (please specify):

Australia

Other (please specify):

❖ Does Adult A speak a language other than English at
home? (If more than one language is spoken at home, indicate

❖ Does Adult B speak a language other than English at
home? (If more than one language is spoken at home, indicate

the one that is spoken most often.)

the one that is spoken most often.)

Please indicate any additional
languages spoken by Adult A:

Please indicate any additional
languages spoken by Adult B:

No, English only
Yes (please specify):

Is an interpreter required?

No, English only
Yes (please specify):

Yes

No

Is an interpreter required?

Yes

No

❖What is the highest year of primary or secondary
school Adult A has completed? (For persons who have

❖What is the highest year of primary or secondary
school Adult B has completed? (For persons who have

never attended school, mark ‘Year 9 or equivalent or below’.)

never attended school, mark ‘Year 9 or equivalent or below’.)

Year 12 or equivalent

Year 12 or equivalent

Year 11 or equivalent

Year 11 or equivalent

Year 10 or equivalent

Year 10 or equivalent

Year 9 or equivalent or below

Year 9 or equivalent or below

❖What is the level of the highest qualification the Adult
A has completed?
Bachelor degree or above

❖What is the level of the highest qualification the Adult
B has completed?
Bachelor degree or above

Advanced diploma / Diploma

Advanced diploma / Diploma

Certificate I to IV (including trade certificate)

Certificate I to IV (including trade certificate)

No non-school qualification

No non-school qualification

Last updated: September 2020
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PRIMARY FAMILY DETAILS
NOTE: The ‘PRIMARY’ Family is: “the family or parent the student mostly lives with”. Additional and Alternative family forms are
available from the school if this is required. These additional forms are designed to cater for varying family circumstances.

ADULT A DETAILS (PRIMARY CARER):

ADULT B DETAILS:

❖What is the occupation group of Adult A? Please select

❖What is the occupation group of Adult B? Please select

the appropriate parental occupation group from the attached list.
• If the person is not currently in paid work but has had a job in
the last 12 months, or has retired in the last 12 months, please
use their last occupation to select from the attached occupation
group list.

the appropriate parental occupation group from the attached list.
• If the person is not currently in paid work but has had a job in
the last 12 months, or has retired in the last 12 months, please
use their last occupation to select from the attached occupation
group list.

• If the person has not been in paid work for the last 12

• If the person has not been in paid work for the last 12

months, enter ‘N’.

months, enter ‘N’.

❖ These questions are asked as a requirement of the Commonwealth Government. All schools across Australia are required to
collect the same information
Main language spoken at home:

Preferred language of notices:

Are you interested in being involved in school group
participation activities? (eg. School Council, excursions)

Last updated: September 2020
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PRIMARY FAMILY CONTACT DETAILS
ADULT A CONTACT DETAILS:

ADULT B CONTACT DETAILS:

Business Hours:

Business Hours:

Can we contact Adult A at work?

 Yes

 No

Can we contact Adult B at work?

 Yes

 No

Is Adult A usually home during
business hours?

 Yes

 No

Is Adult B usually home during
business hours?

 Yes

 No

Work Telephone No:

Work Telephone No:

Other Work Contact
information:

Other Work Contact
information:

After Hours:

After Hours:

Is Adult A usually home AFTER
business hours?

 Yes

 No

Is Adult B usually home AFTER
business hours?

Home Telephone No:

Home Telephone No:

Other After Hours
Contact Information:

Other After Hours
Contact Information:

Mobile No:

Mobile No:
 Yes

SMS Notifications:

 No

 Yes

 Yes

SMS Notifications:

 No

 No

Adult A’s preferred method of contact:

Adult B’s preferred method of contact:

(If Phone is selected, Email shall be used for communication that
cannot be sent via phone.)

(If Phone is selected, Email shall be used for communication that
cannot be sent via phone.)

 Mail

 Mail

 Email

 Phone

 Facsimile

Email address:
Email Notifications:

 Email

 Phone

 Facsimile

Email address:
 Yes

 No

Fax Number:

Email Notifications:

 Yes

 No

Fax Number:

PRIMARY FAMILY MAILING ADDRESS:

Write “As Above” if the same as Family Home Address
No. & Street or PO Box
Suburb:
State:

Last updated: September 2020
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PRIMARY FAMILY DOCTOR DETAILS:
Doctor’s Name

Individual

Individual or Group Practice:

Group

No. & Street or PO Box No.:
Suburb:
State:

Postcode:

Telephone Number

Fax Number
Yes

Current Ambulance Subscription:

No

Medicare Number:

PRIMARY FAMILY EMERGENCY CONTACTS:
Name

Relationship

Telephone Contact

(Neighbour, Relative, Friend or Other)

Language Spoken
(If English Write “E”)

1
2
3
4

PRIMARY FAMILY BILLING ADDRESS:

Write “As Above” if the same as Family Home Address
No. & Street or PO Box
Suburb:
State:

Postcode:
Adult A
Adult B

Billing Email

Other (Please Specify)

OTHER PRIMARY FAMILY DETAILS

Relationship of Adult A to Student:

Relationship of Adult B to Student:

Parent
Foster Parent

Step-Parent
Host Family

Adoptive Parent
Relative

Friend
Parent

Self
Step-Parent

Other
Adoptive Parent

Foster Parent
Friend

Host Family
Self

Relative
Other

The student lives with the Primary Family:
Always

Mostly

Send Correspondence addressed to:

Last updated: September 2020
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DEMOGRAPHIC DETAILS OF STUDENT
❖ In which country was the student born?
Australia

Other (please specify):

/

Date of arrival in Australia OR Date of return to Australia: (dd-mm-yyyy)

/

Permanent

What is the Residential Status of the student?

Temporary

Basis of Australian Residency:
Eligible for Australian Passport

Holds Australian Passport

Holds Permanent Residency Visa

/

Visa Expiry Date: (dd-mm-yyyy)

Visa Sub Class:

/

Visa Statistical Code: (Required for some sub-classes)
International Student ID :(Not required for exchange students)
❖ Does the student speak a language other than English at home?
( If more than one language is spoken at home, indicate the one that is spoken most often)
No, English only

Yes (please specify):

Yes

Does the student speak English?

No

❖Is the student of Aboriginal or Torres Strait Islander origin?
No

Yes, Aboriginal

Yes, Torres Strait Islander

Yes, Both Aboriginal & Torres Strait Islander

Is the student a young carer (providing support/care for other family member/s? (tick one)
No

Yes

What is the student’s living arrangements?:
At home with TWO Parents/ Guardians

State Arranged Out of Home Care # (See Note)

At home with ONE Parent/ Guardian

Homeless Youth

Independent
# State Arranged Out of Home Care - Students who have been subject to protective intervention by the Department of Human
Services and live in alternative care arrangements away from their parents. These DHS-facilitated care arrangements include
living with relatives or friends (kith and kin), living with non-relative families (foster families or adolescent community
placements) and living in residential care units with rostered care staff.
Note: Special Schools – please go to section “Travel Details for Special Schools” to enter transport details.
Melway

Beginning of journey to school: Map Type
Map Number

VicRoads

Country Fire Authority

X Reference

Other

Y Reference

Usual mode of transport to school:
Walking

School Bus

Train

Driven

Taxi

Bicycle

Public Bus

Tram

Self Driven

Other

If student drives themself to school:

Car Reg. No.

Distance to School in kilometres:

❖ These questions are asked as a requirement of the Commonwealth Government. All schools across Australia are required to
collect the same information.
Last updated: September 2020
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SCHOOL DETAILS

/

Date of first enrolment in an Australian School:

/

Name of previous School /
Kindergarten:
What was the language of the
student’s previous education?

Years of previous education:

Does the student have a Victorian Student Number (VSN)?
Yes
Please specify:

Yes, but the VSN is unknown

Years of interruption to education:

Is the student repeating a
year?

Will the student be attending this school full time?

No. The student has never been
issued a VSN.

Yes

No

Yes

No

If No, what will be the time fraction that the student will be attending this school? (i.e: 0.8 = 4 days/week)
Other school Name:

Time fraction:

Enrolled:

Yes

No

Other school Name:

Time fraction:

Enrolled:

Yes

No

CONDITIONAL ENROLMENT DETAILS
In some circumstances a child may be enrolled conditionally, particularly if the required enrolment documentation to determine
the shared parental responsibility arrangements for a child is not provided. Please refer to the School Policy & Advisory
Library for more information https://www2.education.vic.gov.au/pal/enrolment/policy

Enrolment conditions:
Please be aware that your enrolment application to Alamanda K-9 College is conditional on the following:

1.
2.
3.

That the nominated address on the enrolment form falls within the neighbourhood boundary of
Alamanda K-9 College.
That you are residing at the nominated address on this enrolment application; or at an address that falls
within the neighbourhood boundary of Alamanda K-9 College on the enrolment date of your child.
That all the required supporting enrolment documentation is provided.

OFFICE USE ONLY
Has the documentation been provided and retained on school
records?

Yes

No

Have the conditions been met to complete the enrolment?

Yes

No

Last updated: September 2020
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STUDENT ACCESS OR ACTIVITY RESTRICTIONS DETAILS
Is the student at risk?

Yes

No

Yes

No

(If Yes, then complete the following

Is there an Access Alert for the student?

(If No, move to the immunisation /
medical condition details questions)

questions and present a current copy
of the document to the school.)

Access Type:

Parenting Order

Parenting Plan

Intervention Order

Protection Order

Informal Carer Stat Dec

DHHS Authorisation

Witness Protection
Program Order

Other

Describe any Access Restriction:
Is there an Activity Alert for the student?

Yes

No

If Yes, then describe the Activity Restriction:

OFFICE USE ONLY
Current custody document placed on student file? 

Yes



No

In the event of illness or injury to my child whilst at school, on an excursion, or travelling to or from school; I
authorise the Principal or teacher-in-charge of my child, where the Principal or teacher-in-charge is unable to
contact me, or it is otherwise impracticable to contact me to: (cross out any unacceptable statement)
▪
consent to my child receiving such medical or surgical attention as may be deemed necessary by a medical
practitioner,
▪
administer such first aid as the Principal or staff member may judge to be reasonably necessary.

Signature of Parent/Guardian:

Date:

/

/

I certify that the address listed on the Alamanda K-9 College Enrolment Form is where the student resides full
time and is not a shared residence with friends or family.

Signature of Parent/Guardian:

Last updated: September 2020
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STUDENT MEDICAL DETAILS
MEDICAL CONDITION DETAILS:
Does the student suffer from any of the
following impairments?

Hearing:

Yes

No

Vision

Yes

No

Speech:

Yes

No

Mobility:

Yes

No

Yes

No

Does the student suffer from Asthma? If No, please go to the Other Medical Conditions section

ASTHMA MEDICAL CONDITION DETAILS:
Answer the following questions ONLY if the student suffers from any asthma medical
conditions.
Please indicate if the student suffers from any of the

If my child displays any of these symptoms please:

following symptoms:
Cough

Inform Doctor

Yes

No

Difficulty Breathing

Inform Emergency Contact

Yes

No

Wheeze

Administer Medication

Yes

No

Exhibits symptoms after exertion
Tight Chest

Other Medical Action

Yes

No

Yes

No

If yes, please specify:

Has an Asthma Management Plan been provided to School?
Yes

Does the student take medication?

No

Name of medication taken:

Is the medication taken regularly by the student (preventive) or only in response
to symptoms?
Indicate the usual dosage of
medication taken:

Dosage time

Response

Indicate how frequently
the medication is taken:
Student

Medication is usually administered by:
with Student

Medication is stored:

Preventative

Nurse

Teacher

with Nurse
Yes

Reminder required?

No

Other

Fridge in Staff Room

Elsewhere

Poison Rating

OTHER MEDICAL CONDITIONS
(More copies of the other medical condition forms are available on request from the school.)

Yes

Does the student have any other medical condition?

No

If yes, please specify:
Symptoms:
If my child displays any of the symptoms above please:
Inform Doctor
Administer Medication

Yes
Yes

No
No

Inform Emergency Contact
Other Medical Action

Yes
Yes

No
No

If yes, please specify:
Yes

Does the student take medication?

No

Name of medication taken:

Is the medication taken regularly by the student (preventive) or only in
response to symptoms?
Indicate the usual dosage of
medication taken:

Dosage time

Student
with Student

Reminder required?

Last updated: September 2020

Response

Indicate how frequently the
medication is taken:

Medication is usually administered by:
Medication is stored:

Preventative

Nurse

with Nurse
Yes
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No

Teacher

Other

Fridge in Staff Room

Elsewhere

Poison Rating
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STUDENT DOCTOR DETAILS
The following details should ONLY be provided if this student has a Doctor and/or Medicare number different to
the Primary Family.
Doctor’s Name:
Individual

Individual or Group Practice:

Group

No. & Street or PO Box No.:
Suburb:
State:

Postcode:

Telephone Number

Fax Number

Student Medicare Number:

STUDENT EMERGENCY CONTACTS

This section should ONLY be filled out if THIS student has emergency contacts other than the Prime
Family Emergency Contacts.
Name

Relationship

Language Spoken

(Neighbour, Relative, Friend or Other)

(If English Write “E”)

Telephone Contact

1
2

THANK YOU FOR TAKING THE TIME TO COMPLETE THIS STUDENT ENROLMENT FORM. WE UNDERSTAND
THAT THE INFORMATION YOU HAVE PROVIDED IS CONFIDENTIAL AND WILL BE TREATED AS SUCH, BUT
THE DETAILS ARE REQUIRED TO ENABLE STAFF TO PROPERLY ENROL YOUR CHILD AT OUR SCHOOL.

I certify that the information contained within this form is correct.

Signature of Parent/Guardian:

Last updated: September 2020

Date:
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Uniform Policy
Secondary School
Year 7-9
RATIONALE
A uniform dress code reinforces in students a pride in their own appearance, instils recognition of
themselves as an integral part of the school community, and assists in developing pride in representing
their school. Issues of equality, health and safety are also factors that contribute to the establishment of
the Dress Code.

AIMS






To promote equality amongst all students.
To further develop a sense of pride, connectedness and identification with our school.
To provide durable clothing that is cost effective and practical for our school environment.
To maintain and enhance the positive image of the school in the community.
To offer a basic uniform product.

IMPLEMENTATION













The Dress Code applies during school hours, whilst travelling to and from school, and when
students are on school excursions or representing the school.
Alamanda uniform needs to be purchased from Noone.
Summer and winter uniforms, as well as sports uniforms are prescribed, and are required to be
worn.
Full school uniform is to be worn to and from school every day with the exception of nominated
days approved by school council e.g. Casual Clothes Days for fundraising. Full school uniform
includes black school shoes. (Please see pictures at the end of this policy). Children can wear full
sports uniform to and from school on sports day. If they’re attending an after school sport children
will still need to wear full school uniform and get changed at the end of the day.
Children should not wear exposed undergarments such as skivvies, winter tights or leggings under
summer uniform. Short white socks must be worn with the summer uniform as well as the PE
Uniform. Navy tights are to be worn with the girls winter uniform. Stud earring and/or sleeper
worn in the ears, plus watches are the only acceptable jewellery.
Extreme hair colours (e.g.: green, pink or purple rinses) and/or extreme hairstyles (e.g.: spikes or
shaved head patterns) are not permitted. Girls must tie their hair up neatly with black or school
coloured hair ties.
Other than clear nail polish, cosmetics may not be worn at school.
Sunsmart hats with the school logo consistent with our Sunsmart policy must be worn outside in
Terms 1 & 4. Hats are not to be worn inside.
The Student Dress Code, including details of uniform items and places of purchase, will be
published in the newsletter at the start of each year.
School Council requires the Principal be responsible for implementation of the Dress Code in a
manner consistent with the Student Code of Conduct.
Arrangements can be made to subsidise uniforms via State Schools Relief for families experiencing
economic hardship.





Parents seeking exemptions to the Dress Code due to religious beliefs, ethnic or cultural
background, student disability, health condition or economic hardship must apply in writing to the
Principal and School Council for consideration.
Summer Uniform is to be worn in Terms 1 and 4. This includes the tie for the boys.
Winter Uniform to be worn in Terms 2 and 3. This includes ties for both girls and boys.
This policy will be reviewed as part of the school’s review cycle.

SANCTIONS
 Students will be reminded to wear the correct uniform (3 reminders will be given verbally).
 Students who do not wear the correct uniform will take home a uniform note, outlining the items
needed.
 Parents will be called and the financial situation will be discussed if appropriate.
 Students who consistently do not wear the correct uniform will be given demerit points. Three
demerit points will incur an in-house detention at either recess or lunchtime.
 All students are expected to wear Alamanda College Uniform daily.

CORRECT SCHOOL SHOES

INCORRECT SCHOOL SHOES

I understand my obilgatons and have read the uniform policy at Alamanda College. I will contact the school
if l need support in supplying the uniform for my child.
Student Name : ____________________________________
Parent Name:

Class: __________________

____________________________________

Parent Signature: ____________________________________

Date: __________________

2021 - LOCAL EXCURSION PERMISSION FORM
Dear Parent/Guardian,
The College requires your permission for your child to attend local excursions.
During your child's enrolment at Alamanda College there will be occasions when teachers use the
local area for activities to support learning programs. Examples include environmental studies,
traffic counts and sporting activities.
The College requires your permission for your child to walk to an activity, supervised by a teacher,
outside the campus.
Off-campus Activity Permission:
As parent/guardian I give my permission for my child to participate in activities in the local area. I
understand this permission is valid for 2020.
Yes

(Please select one)

No

In the event of illness or injury to my child whilst at school, on an excursion, or travelling to or from
school; I authorise the Principal or teacher-in-charge of my child, where the Principal or teacher-incharge is unable to contact me, or it is otherwise impracticable to contact me to: (cross out any
unacceptable statement)



consent to my child receiving such medical or surgical attention as may be deemed
necessary by a medical practitioner,
administer such first aid as the Principal or staff member may judge to be reasonably
necessary.

Student’s name:
Date of birth:

____ / ____ / ____

Parent Name:

___________________________________________________

Signature of Parent/Guardian:
Date:

___

_____ / _____ / _____

PHOTO CONSENT FORM

At Alamanda College we celebrate the efforts of our students by publicising their participation and
achievement in school events in our school newsletter and in displays around the school.
In general student images and student work are used to:
- record student participation at school and in school events
- celebrate student effort and achievement
- promote the school and events held by the school
Images of students or samples of their work are integral to the School Website and intranet. The work
that may be included but is not limited to includes:
-

class photos from excursions and camps
multimedia presentations used at assemblies or school open days
art work
sports reports
video recordings of performances such as assembly

We may also use photographs of our students on the school website along with examples of their work.
This consent is for an indefinite period of time. Permission is being requested to publish, reproduce and
communicate the above on:
 The school’s intranet for students and teachers to access at school, home and the school’s publicly
accessible website
 The school’s secure intranet for students and teachers to access at school, and home
 The school’s secure intranet for students and teachers to access at school only
 An educational website on the world wide web
If website, address where item will appear:
http://www.alamandacollege.vic.gov.au
 or school newsletters, flyers, posters, Facebook, Skoolbag etc.
 Your work has been selected to be used as a resource by the education department. It may be used at
conferences, in printed and electronic publications, including the internet or video for educational
purposes. If you agree to do this, the work will appear with your first name only.
* Please advise whether your work identifies a living person (other than you) and if so, how your
teacher/the DET can contact that person to obtain their consent for your work to be published.

STUDENT AND PARENT/GUARDIAN CONSENT
I, ………………………………………………………………………………………………………………………………
(full name of student)
give permission to the State of Victoria (Department of Education and Training) to publish, reproduce and
communicate my:
(Please
□
□
□

select)
Art work
Photograph
Video
or
story

digital

□
□
□

Blog
Wiki
School project

□
□
□

Podcast
Poem
Other (please describe)

……………………………

Entitled: …………………………………………………………………………
Produced by me or of me on or about (insert date) ……………………………
STUDENT IDENTIFICATION AND PRIVACY
If published, reproduced and communicated I understand that for privacy purposes my work will be
identified using the title of the work, my first name only, my year level and school. No other personal
information will be published although I accept that that my identity may nevertheless be apparent by
association to a number of people. If my work identifies a living person other than myself, I have advised
my teacher/the DET how to contact that person to obtain their consent for my work to be published.
INTELLECTUAL PROPERTY AND COPYRIGHT
I understand that I hold the intellectual property rights but grant the State of Victoria (Department of
Education and Training) licence to use them at no cost.
I grant permission for the State of Victoria (Department of Education and Training) to allow my work to
be made available to other government and not for profit, non-government schools in Australia which are
members of the National Education Access Licence for Schools (NEALS). This means that other schools
may reproduce and communicate my work.
With reference to the above material, I grant permission to the Department of Education and Training to
use, reproduce, distribute, communicate to the public, publish, publicly perform, publicly display, modify,
adapt, translate, upload, download in any form or manner, and incorporate this material into other
materials or works in any format or medium for any non-commercial purpose and the right to sublicense
those rights. This consent is for an indefinite period of time.
I understand that I can withdraw my consent at any time but I must do so in writing and forward it to the
Communications Division, Department of Education and Training, Level 2, 2 Treasury Place, East
Melbourne, 3002.
Student Name (print)

Parent/Legal Guardian Name (print)

______________________________

______________________________
(where student is under 18 years of age)

Age ___________

Class _________

Signature: _____________________

Parent Signature: _________________

Date:

Date:

_____________________

_________________

PARENT CODE OF CONDUCT
Alamanda College is an internationally minded community that provides a supportive, nurturing and
challenging environment that encourages high expectations. It is founded on a culture of respect:
respect for the school, fellow students, the wider community and ourselves. It is our aim to develop
personal qualities and attitudes that will enable students to face the challenges of the future with
confidence.
The school recognises and values the significant role and influence parents have in their child’s
education. The parent code of conduct represents the parents’ commitment to supporting the school
community in all aspects of their child’s involvement at Alamanda College.
As the parent(s)/carer(s) of ____________________________we support the following
principles:

1) A PURSUIT OF KNOWLEDGE AND A COMMITMENT TO ACHIEVEMENT OF POTENTIAL
As parents we can support our children in learning and encourage them to try their best by
a) Being good role models. It is what we do that really counts, for example,we can:
i. Pursue lifelong learning and share knowledge and experiences with our children.
ii. Read to ourselves and to our children.
iii. Encourage the development of the 'enquiring minds' in our children.
b) Ensuring that our children are 'equipped' to learn, for example, we can:
i. Provide appropriate items as per the class lists including parent contributions.
ii. Ensure children are well rested and well-nourished when they arrive at school.
iii. Ensure we provide our children with a healthy nourishing food at school.
iv. Encourage a healthy active lifestyle.
v. Respect the school’s request to avoid nut products in children’s lunches and snack.
c) Taking an interest in our children's school work, for example, we can
i. Encourage the completion of homework in all subject areas.
ii. Providing a time and place for children to do their homework.
iii. Ensure we monitor our children’s use of the internet and social media.
iv. Maintain regular contact with teachers via SkoolBag, newsletters, Compass, student
planner,
and other materials sent home by the school to keep parents informed of school
activities and
expectations.
v. Ask children about their day using open questions and actively listening to what they say.
vi. Praise our children for all their efforts and recognize their learning.
vii. Make every effort to be involved with Sports Days, Learning Journeys, art projects,
assemblies and fetes.

2) SELF ACCEPTANCE AND RESPECT FOR SELF
As parents we can show self-respect and self-acceptance by
a) Recognising your own, and encouraging your children's, individuality and accepting that of
others.
b) Being confident enough to:
i. Have a go.
ii. Be prepared to make mistakes and learn from them.
iii. Be able to talk about your own self-acceptance- it’s OK to be an individual.
iv. Encourage decision-making and let children make their own mistakes ('risk taking')
And learn for themselves.
v. Involve yourself in the classroom and share your own culture, skills and experiences.
vi. Set realistic and achievable goals.
c) Being happy, confident and content with ourselves.
d) Show and encourage a passion for life (Life's good!).
3) RESPECT AND CONCERN FOR OTHERS AND THEIR RIGHTS
As parents we can show respect and concern for others by
a) Showing respect for teachers by
i. Using appropriate communication channels when dealing with the school.
ii. Encouraging children to use problem- solving channels at school (e.g. Peer mediation)
b)
c)
d)
e)

Showing tolerance and understanding towards others.
Taking responsibility for your own actions.
Welcoming new families into the school by introducing ourselves (smiling and being friendly).
Following the parking rules and doing the right thing when delivering and collecting children
from school.

4) SOCIAL AND CIVIC RESPONSIBILITY
As parents we can show we care about our school community by
a) Being involved in the school community,for example, we can:
i. Participate in 3-way conferences.
ii. Volunteer for Canteen Roster.
iii. Volunteer to help with school activities (e.g. Community lunch, Busy Bee's, fundraising,
sporting
events etc.)
iv. Participate in extra-curricular activities e.g. Sport days by supporting teams,coaching,
umpiring.
v. Treating all school property with care.
vi. Being responsible for timely payment of school accounts.

b) Respecting the school rules and familiarising ourselves and our children with it.
i. Ensuring that our child is in full school uniform on a daily basis.
ii. Supporting the school when students who do not comply with the school’s standards receive
sanctions, especially if their behaviour interferes with learning of others.
iii. Supporting the school in ensuring that students adhere to school policies and procedures
(refer to the Student Engagement and Wellbeing Policy)
iv. Ensuring that our child attends school regularly, (minimum is 80% attendance)
v. Respect the 'Sign-in' policy and adhere to it.
c) Making the effort to be aware and involved with the future of schooling in Alamanda.
d) Promoting the culture of helping out and the satisfaction of being involved and achieving.
e) Ensuring all interactions are respectful and courteous.

5) ENVIRONMENTAL RESPONSIBILITY
As parents we demonstrate our environmental awareness by
a)
b)
c)
d)
e)

Participating in environmental excursions.
Keeping the school tidy by picking up rubbish and not littering.
Walking or riding safely to and from school.
Ensuring future development of the school is environmentally sound.
Encouraging awareness of our local heritage.

Signature of Parent/Guardian 1

Signature of Parent/Guardian 2

Print Name: _____________________

Print Name: ______________________

Signature:

_____________________

Signature:

______________________

Date:

______________________

Date:

_______________________

Student name:

________________________________________

Class:

__________

Signature of student:

________________________________________

