
Enrolment & Attendance Policy & Procedures
Royal Far West School

Prior to Enrolment

Class lists for each week are provided to teachers as early as possible.  These lists are based on:

· Client bookings sourced from the RFW EMR (Electronic Medical Records) system
· Accommodation booking information provided by RFW

· School questionnaires and updates from home schools as well as other documentation which may include school counsellor reports and school reports  

· RFW Intake Service Admission Tier 1 meeting for new clients, which may have triggered a risk assessment subsequently carried out by the RFWS School Counsellor and RFW

·  RFW Intake Service Admission Tier 2 meeting for new clients, which may have triggered a risk assessment subsequently carried out by the RFWS School Counsellor and RFW

· The Assistant Principal (School Operations) or School Counsellor  may contact home schools for additional information for:

·  new students; 

· students where there is a safety concern based on home school reports or previous visits to RFW;

· students who may require a very high level of support in the classroom;
· RFWS staff reports from past visits
· NSW Centre for Effective Reading Manly students are enrolled on the RFWS database

Enrolment

· RFW enrols students aged 3.5 to 18 years.  Clients of RFW and their siblings are eligible to enrol in RFWS

· Classes are multi-age and can include students with a wide range of disabilities and medical conditions

· Enrolments open at 8.40 am on Mondays and from 9.00am Tuesday to Friday

· Students are enrolled using the NSW Department of Education ERN (Electronic Registration Number) system plus student details are entered onto the school database.

· Class teachers keep accurate rolls in accordance with NSW DEC requirements.  These rolls are archived at the end of each school term and together with ERN data and the school database provide an accurate record of student attendances.

· Student Discharge Forms stating the date attendance commenced and finished are available on request from the school office

Attendance

· All clients of RFW and their siblings are expected to attend RFW
· When parents come to the school to take children to appointments with the clinical team they enter their names and destination on the whiteboard at the back door of the school. When they return the children to school, parents are required to escort their children to the class group
· If parents wish to take their children from the school (including the school playground) during school hours they must sign them out.  They are then responsible for the care of their children
· Students may be suspended from school in accordance with NSW DEC policy
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