	[image: ]


	
	



[bookmark: _Toc1217912450]Juniper College
Enrolment Policy and Procedures – Student Information
Juniper College is committed to providing fair, transparent, and inclusive enrolment processes that support equitable access to education for all eligible students. We uphold principles of access, equity, and student wellbeing, ensuring that enrolment decisions are made without discrimination and in accordance with legislative and regulatory requirements. Our enrolment procedures are designed to ensure that students are placed in educational programs that best suit their individual needs, interests, and future pathways. Juniper College welcomes diversity and is committed to creating a safe and supportive learning environment for every student across our Peninsula and Casey campuses.
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[bookmark: _Toc716969336]Purpose
The purpose of this policy is to outline Juniper College’s commitment to a clear, consistent, and supportive enrolment process for all prospective students. It ensures that enrolment practices are fair, accessible, and aligned with relevant legislation and regulatory frameworks, including child safety obligations. 
The policy provides transparency around eligibility criteria, application procedures, and decision-making processes. It aims to support students and their families in making informed choices about educational pathways, while ensuring that placements align with each student’s individual needs, learning goals, and wellbeing requirements across Juniper College campuses.
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This policy applies to all prospective students and their families seeking to enrol at Juniper College. It covers campuses, educational programs, and year levels offered by the College, including the Victorian Pathways Certificate (VPC) and the VCE Vocational Major (VCE VM).
The policy is relevant to students entering via direct application, referral pathways, or supported enrolment arrangements. It outlines the eligibility criteria, application processes, assessment procedures, and enrolment conditions applicable to all applicants.
This policy applies to college staff involved in enrolment decisions, including Enrolment Officers, Heads of Campus, and members of the leadership team.
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· Student: A person seeking to enrol, or who is enrolled, at Juniper College in an approved educational program.
· Parent/Guardian: The person(s) legally responsible for the care and welfare of the student.
· Enrolment: The process through which a student is formally accepted to attend Juniper College and participate in its educational programs.
· Enrolment Agreement: A formal agreement signed by the student (and parent/guardian if applicable) and Juniper College, outlining the rights, responsibilities, and conditions of enrolment.
· Victorian Pathways Certificate (VPC): A flexible educational qualification designed for students who require an individu alised learning program.
· VCE Vocational Major (VCE VM): A senior secondary certificate focused on practical work-related experience, vocational training, and applied learning.
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Principal
· Oversees the enrolment process to ensure it aligns with Juniper College’s policies, values, and regulatory requirements.
· Makes final decisions regarding enrolment offers and eligibility appeals when required.
Head of Campus 
· Supports the enrolment process at each campus by assisting with interviews, program suitability assessments, and student pathway planning.
· Ensures that campus-specific considerations, including wellbeing needs, are considered during enrolment.
Head of Wellbeing (Child Safe Officer)
· Provides input during enrolment where additional wellbeing support or child safety considerations are identified.
· Ensures that any identified child safety concerns are addressed in line with the College’s Child Safety and Wellbeing Policy.
Enrolment Officer
· Manages enquiries, application forms, interview scheduling, and initial assessments.
· Guides prospective students and their families through the enrolment process and ensures required documentation is collected.
Students and Parents/Guardians
· Participate actively in the enrolment process by providing accurate information, attending enrolment interviews, and signing the Enrolment Agreement.
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· Prospective students or their families may enquire about enrolment by contacting Juniper College.
· The Enrolment Officer provides information about available programs, including the Victorian Pathways Certificate (VPC) and the VCE Vocational Major (VCE VM).
· An initial discussion will determine whether Juniper College is an appropriate educational setting to meet the student’s needs.
· Where appropriate, students will be invited to participate in a pre-enrolment meeting and interview.
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Students and their parent/guardian attend an interview with the Enrolment Officer and relevant campus leadership staff.
The purpose of the interview is to:
· Review the student's educational history, including previous school reports and academic grades, to assist in determining the appropriate program placement.
· Assess the student’s performance across core skills (learning, reading, writing, oral communication, and numeracy).
· Discuss the student’s individual learning needs, wellbeing requirements, special needs, and future goals.
· Identify any declared learning disabilities, language support needs, or other adjustments required to support the student’s success.
· Explain program requirements, student expectations, and available pathways.
· Initiate the development of an Individual Education Plan (IEP) if additional support needs are identified.
· Complete funding eligibility checks and request necessary identification documentation.
Note: Where required, further assessment (such as a Language, Literacy, and Numeracy (LLN) check) may be conducted to support program suitability.
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Where Juniper College has the resources and capacity to meet a student’s needs, the following eligibility criteria will apply:
· The student is of compulsory school age or eligible for senior secondary education (typically aged 15 to 19 years).
· The student holds Australian citizenship, permanent residency, or an eligible visa under Commonwealth and state funding requirements.
· The student demonstrates a genuine need to access an alternative educational environment, including evidence of disengagement from mainstream schooling or at-risk status.
· Evidence is provided that mainstream schooling is not suitable for the student’s educational or social needs. Supporting documentation may include academic reports, attendance records, clinical assessments, or expert recommendations.
· Evidence is provided of prior engagement in intervention programs or support services at a mainstream school, where applicable.
· Full disclosure is made regarding any relevant disciplinary, wellbeing, or medical history that may impact the safety and wellbeing of the Juniper College community. The College may investigate further to determine enrolment suitability.
· The student demonstrates a willingness to engage with the educational programs, learning environment, support services, and recommended accommodations, including participation in an Individual Education Plan (IEP) where required.
· The student understands and agrees to comply with Juniper College attendance requirements and behaviour expectations.
· Students outside the standard age range (15–19 years) may be considered for enrolment at the discretion of the principal. Students under 15 years of age may be enrolled with the approval of the principal in consultation with the School Council.
· Students enrolling in the Young Parents Education Program (YPEP) must ensure that their children are fully vaccinated in accordance with Victoria’s ‘No Jab, No Play’ legislation.
· If a student is unable to provide acceptable immunisation documentation at the time of enrolment, they may be eligible for a 16-week support period as outlined in the No Jab, No Play Support Period Eligibility Assessment process. 
· During this time, Juniper College staff will:
· Conduct a confidential eligibility interview using the Support Period Assessment Form;
· Document responses in a respectful and private setting, considering individual circumstances (e.g. recent refugee status, housing crisis, involvement with Child Protection);
· Provide referral information to immunisation clinics and support services if required;
· Record the date of the child’s first attendance and the end of the 16-week support period;
· Follow up to confirm if acceptable documentation has been submitted by the end of the period.
· Enrolment during this support period is provisional and monitored by Juniper College’s Enrolment Officer and Head of Wellbeing to ensure compliance and child safety obligations are met.
· Students aged 18 years or older must hold a current Working with Children Check (WWCC) as a condition of enrolment.
· Students must complete and sign an Enrolment Agreement and submit all required documentation before commencing studies.
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Following the interview and assessments, a formal offer of enrolment may be made if the student is deemed eligible, and Juniper College is an appropriate educational setting.
Where a student is not offered a place, they and their parent/guardian will be informed respectfully and provided with advice regarding alternative options, or the right to appeal.
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To finalise enrolment, students must:
· Sign an Enrolment Agreement outlining their responsibilities and Juniper College expectations.
· Complete any required consent forms, medical forms, and Code of Conduct acknowledgements.
· Participate in orientation activities before commencing classes.
*Notes
· Students and families will be informed during pre-enrolment that Juniper College supports a child-safe environment and upholds all child safety obligations.
· Students enrolled in the VCE Vocational Major or Victorian Pathways Certificate will be provided with structured pathway planning support to achieve their learning and career goals.
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If a prospective student is not offered a place at Juniper College, they have the right to appeal the decision.
Appeals must be submitted in writing to the principal.
· The principal will review the appeal and provide a written outcome.
· The principal’s decision following the appeal is final.
· Students and families are also referred to Juniper College’s Complaints and Appeals Policy for further information.
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Juniper College is committed to maintaining clear and supportive communication with students and families throughout the enrolment process:  
· Families are encouraged to make enquiries about enrolment directly with the Enrolment Officer or campus administration.
· Students and families are provided with information about program options, eligibility requirements, and enrolment procedures during the pre-enrolment stage.
· Staff maintain open communication with families regarding any additional information or documentation required to support the application.
· Students and families are informed of the outcome of their enrolment application in writing.
· If concerns arise during the enrolment process, students and families are encouraged to raise them directly with the Enrolment Officer or principal.
· Appeals regarding enrolment decisions are communicated clearly, with guidance provided about the appeal process.
· Juniper College ensures that all communication is respectful, timely, and aligned with its commitment to child safety and student wellbeing.
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· Complaints and Appeals Policy
· Child Safety and Wellbeing Policy
· Student Code of Conduct 
· Privacy Policy
· Department of Health – Support period eligibility assessment 
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