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     The Cottage School Inc. 
 

                          ADMISSIONS 
 

                        Updated 26 August 2013 
 
 
 
Policy statements are intended as guides rather than rules. Situations may occur where variations to 
guidelines will need to be made in consultation with committee. 
 

 The Cottage School should start each year with approximately seventy Primary and 
twelve or thirteen Kindergarten children (responsibility of Coordinators, Business Manager 
and Committee). 

 
 

Kindergarten 
 

 Children must be four on or before January 1 to be enrolled in Kinder. 

 Children on the waiting list for any year will be ranked according to the date they were 
placed on the waiting list (after siblings, children of staff and children of old scholars). 

 Most children would be expected to do at least three terms in Kinder before progressing 
to the Littlies. 

 
 

Criteria for Determining Placements (in order of importance) 

 

 Family integrity is highly valued. Siblings of existing students, staff members’ children and 
old scholars’ children have number one priority. 

 Numbers balance between class groups. 

 Enrolments for Kinder only will not be accepted. 
 
 

Vacancies 
 

 When a vacancy occurs, it is filled from the waiting list. 

 Siblings of children filling gaps in the upper part of the school are accommodated where 
possible. If they cannot be accommodated immediately, they will be placed at the top of 
the waiting list. 

 Families are to be made aware of enrolment policy when being interviewed. 

 Families are to give one term’s notice of intention to leave the School. 

 Forms sent home in Term 3 requesting intentions for the next year (including 
commencement of younger siblings) be used to help predict enrolment needs for the 
following year (Business Manager to initiate). 
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ADMISSIONS PROCEDURES 
 
 

1.   First contact by telephone 
 

 Invite caller to visit the school. 

 Give brief and positive information about the school. 
 
 

2.  Visit to the school 
 

 An appointment should be made to see the school in action.  Mornings before break are preferable. 

 Further details of the philosophy are given informally as the school is toured. 

 An outline of subsequent steps in the enrolment should be given. 

 If the child will not be enrolled for the next school year, explain to parents that they need to request 
that the child’s name be put on the waiting list. An appointment will be made in Term 1 the year before 
the child’s entry to school. 

 Inform that a deposit will be required once they have been accepted. 
 
 

3.  To continue with the enrolment 
 

 If the child is due to begin school in the next year and the parents want to continue to the next step 
they should contact the Enrolments Officer to make time to talk to a coordinator and a representative 
of the school community. 

 The Enrolments Officer should request that the meeting be held with both parents and without children 
present. 

 With the use of an album of photographs, finer points of the school philosophy and a more detailed 
look at the educational aspects should be explored. It is here that the parent representative would 
detail the school’s expectation of parents. 

 At the conclusion of the interview the document Information for New Parents (Appendix 7-B) 
summarising points outlined in the interview should be given along with an Enrolment Form (Appendix 
7-C) and a current Fees Policy if parents wish to apply for acceptance to the school. 

 The parents should be taken to the office, where the Business Manager explains the fees policy. 

 Enrolment forms should be returned within ten days. 

 Once the enrolment forms have been received the school Secretary should present the proposal to 
the committee to ratify the enrolment. 

 Once committee has accepted the family a request for a deposit should be sent.  On receipt of the 
deposit a letter should be sent welcoming them to the school. 

 A letter should be sent in term 4 providing contact details of host family and starting date. 
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Admission Procedure Steps 
 

1. Visit organised 

2. Visit conducted 

3. Expression of interest received, interview organised and letter (Appendix 7-A) confirming interview 
time sent 

4. Interview conducted. Document Information for New Parents (Appendix 7-B), enrolment forms 
(Appendix 7-C) and current Fees Policy given to parents 

5. Coordinators may contact previous school for academic records and information about child’s 
progress 

6. Parents return enrolment forms 

7. Secretary presents enrolment application to committee to ratify the enrolment and approve 
membership application 

8. Letter of acceptance requesting enrolment deposit sent (Appendix 7-D) 

9. On receipt of enrolment deposit, letter of welcome sent (Appendix 7-E) 

10. School makes contact to advise starting date and host family (Appendix 7-F) 

11. Coordinator and parents meet regularly during settling-in period, with final meeting at the end of the 
first full term for both parties to discuss ongoing enrolment. 

 

Additional Issues 

 Coordinators choose from a list of parents who have volunteered to be involved in interviews – 
information gathered on Family Jobs form 

 List of parents willing to be host families – information gathered on re-enrolment form 
 


