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TIKOKINO



TIKOKINO SCHOOL

LEGISLATION 

PROCEDURE  - Admission to and withdrawal from school.

GUIDELINES:
Enrolment:

1) All new children / families need to meet with the Principal, and their new teacher prior to starting in the classroom and enrolling if possible. The Secretary or Principal will enrol all new children.

Checklist:

· Give parents an enrolment pack which will contain

a) an Enrolment Form
b) a Community Health form

c) a student Computer / Internet use agreement form

d) School Transport Applications where appropriate 

e) Online Publication of Student Images and Work form
f) copy of the last newsletter; 


g)  the School Handbook covering day to day organization requirements of the school;

h) a brochure of the After School Care Programme
· All details will be recorded on the enrolment form and later transferred to the School lists, and onto MUSAC Student Manager and onto ENROL
· Attached to every enrolment form, there should be a copy of the student’s New Zealand Birth Certificate if born in New Zealand. For all other students, a copy of their Passport if showing their current residency status, must be attached to every enrolment form.

· School must sight the originals documents or certified copies of any original documents used for verification purposes. A copy of these documents must be taken and retained for audit purposes.

· If the child is a new entrant an immunisation certificate must be sighted.

· The immigration status of all students being claimed as domestic students for funding must be verified.

· Discuss with the parents any problems relating to the child

· Establish marital status and where necessary which parent has legal custody and who has access to the child

· Assign the child to a class and take pupil and parent to meet the teacher

· Give enrolment form to the Secretary who will:

a) Fill in the Register of Admission and Withdrawal in index and back sections

b) Although not a Ministry requirement, complete an E19a Progress card to file in the Progress Card file.

c) Enter details onto MUSAC Student Manager, and onto ENROL
ENROL is accessed via www.educationalleaders.govt.nz. Log in under E-admin. 
d) If the child is from another school, ENROL will request that school to withdraw them from their school and allow our school to enrol the child. Ask the previous school if they hold any further information / records that will be helpful to the child’s enrolment in this school. 
e) Fill in all details on the relevant school lists

2) Children cannot be enrolled at school before the age of 5.

3) New Entrants will be encouraged to make their first visit to the school up to four weeks before their fifth birthday.

4) He or she will then visit for one half day (morning) session a week to become orientated with the class and the school. 

Withdrawal:

1) All children are to be removed from the class roll after 20 absent days or earlier if notified of withdrawal.

2) An exit interview / form to be filled out by parents leaving the school.

3) Parents wishing to take their children out of school for short periods need to consult the Principal
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