
ADMISSIONS: Enrolment Procedure 
 

Purpose  
The aim of these procedures is to provide clarity and details for all staff in relation to the 
requirements for school enrolment at Giant Steps Tasmania, in line with the Education Act 2016.  
 

Legal requirements  

“A child who is at least 5 years of age as at 1 January in any year must be – (a) enrolled at a school 
until issued with a transition statement (whether or not the child attains the age of 18 years before 
the commencement of, or during, Year 10); or (b) provided with home education by a registered 
home educator for that year and subsequent years until the child is issued with a transition 
statement.” (Education Act 2016)  
 
Considerations 

• The Principal will consider enrolment at Giant Steps Tasmania when it is requested by a 
parent and when the child has a diagnosis of ASD requiring significant or extensive 
adjustment*.  

• Access to Giant Steps Tasmania on a part-time basis while maintaining enrolment at a 
Department, Independent or Catholic school is an option available to students who meet the 
criteria for enrolment at Giant Steps Tasmania and who receive permission from their other 
school. 

* In some circumstances it might be possible to accept students who require supplementary 
adjustments, but this is likely to be for a short-term placement, with the aim of assisting the student 
to (re)integrate into mainstream schooling. 

 
Procedure 

• A family makes contact with the Principal. 

• The family visits the school, preferably with the prospective student, to meet with the 
Principal. 

• At the end of the visit, the Principal gives the family an Information Pack containing 
Enrolment Forms. 

• If the family decides to proceed with enrolment, they revisit the school. 

• The family is asked to bring with them the student’s Diagnosis, IEPs, Reports and previous 
interventions.   

• The Principal (or designate) with the assistance of the new student’s parent/ carer, will 
complete the Admission Forms (incorporating Contact Information, Student Information, 
Medical Information, Restrictive Information, Consent Forms and the Home School 
Agreement) for each enrolling child.  

• The Principal (or designate) has sight of a student’s Birth Certificate and/ or Passport, as 
evidence of the student’s identity at enrolment.  

• If there is any doubt about the parent's guardianship or care and control of the child, the 
Principal (or designate) will ask for evidence of their status in this regard, including any court 
orders.  

• The Principal (or designate) ensures that the required evidence of identity and residency 
status is provided by the parent before the enrolment is accepted.  

• Where necessary, a Personal Care Plan will be drawn up for a new student before s/he 
begins at Giant Steps Tasmania. 

• Where necessary, a Behaviour Support Plan will be drawn up for a new student before s/he 
begins at Giant Steps Tasmania. 



• All information pertaining to a new student is passed to the class teacher by the School 
Office. 

• Once the enrolment has been accepted, the School Office will disseminate the Information 
as follows: 

o To the Business Manager copy of:  
▪ The Contact Information Sheet 

o To the Class Teacher copies of:  
▪ The Contact Information Sheet  
▪ The Student Information Form 
▪ The Medical Information Form 
▪ The Restrictive Intervention Information 
▪ The Consent Forms 

o To the Principal (files in filing cabinets) originals of all of the above plus: 
▪ home/ school agreement 
▪ diagnosis of Autism 
▪ details of any therapies/ interventions tried 
▪ reports/ IEPs from previous school(s) 
▪ reports/ IEPS from dual-enrolled school 

• The School Office also scans the enrolment forms and files them electronically by Student 
Family Name.  

• The class teacher ensures that the necessary information is shared with the class team. 

• Within one month of the student starting at Giant Steps Tasmania, the teacher with the 
assistance of the parent/ carer, therapists and – where appropriate – the student 
her/himself and/ or the dual placement school will draw up an Individual Education Plan 
(IEP) to guide curriculum delivery and support provision. 

• During the first month of enrolment, the class teacher of a new student ensures s/he makes 
twice weekly contact with the parent/ carer and ensures that during this time the contact 
focusses on positive matters. 

• Giant Steps Tasmania requires that parents/ carers validate each student’s enrolment and 
medication details on a six monthly basis.  

 
The Information is not saved in any other way, either in hard copy or electronically without the 
written authorisation of the Principal. 

 

 

 

 

 

 

 



 

ADMISSIONS: STEPS PRIOR TO STUDENT TRANSITIONING IN 
 

 
 

 

A family makes contact with the Principal.

The family visits the school, preferably with the prospective 
student, to meet with the Principal.

At the end of the visit, the Principal gives the family an 
Information Pack containing Enrolment Forms.

If the family decides to proceed with enrolment, 
they revisit the school, bringing with them the 
student’s Diagnosis,  IEPs, Reports and previous 
interventions , birth cert and any court orders.

The Principal or designate with the assistance of the 
new student’s parent/ carer, will complete all 
Enrolment Forms and copies all other documentation. 
All information pertaining to a new student is passed 
to the class teacher by the School Office.

A Transition Plan is drawn up for the student.

Where necessary, a Behaviour Support Plan and/ or a Personal Care 
Plan will be drawn up for a new student before s/he begins at Giant 
Steps Tasmania.



ADMISSIONS: From First Visit to Transition 

1. Parents/ Carers of prospective Giant Steps Tasmania students contact the Principal (Tel: 63 622 522) 

2.  The Principal arranges a meeting so that the family can visit the school and ask any questions. 

3. At the end of the visit, the Principal gives the family an Information Pack with Enrolment Forms to 

take away. 

4. If the school has not heard from the family within 2 weeks, the Principal or his designate calls the 

family to see if they want to proceed. 

5. If the family wishes to proceed with an enrolment, a meeting is arranged with the Principal (or 

designate). The meeting covers: 

• the school’s ethos, programs and philosophy 

• characteristics and challenges of the prospective student 

• a history of interventions and therapies 

• goals and expectations for/ of the prospective student 

• fees and funding 

• completion of all paperwork 

6. At the meeting, the family needs to provide the school with:  

• the prospective student’s diagnosis  

• immunisation history, details of programs/ interventions in which the student has been 

enrolled 

• medication needs  

7. If a dual placement is being considered, the Principal (or designate) arranges a meeting with the 

other school. 

8. A Transition Plan is put into place for every student transitioning in to and out of Giant Steps 

Tasmania.  

• The Plan is put together by the Professional staff at Giant Steps, the Professional staff of the 

school the student is transitioning into or out of, the parent/ carer of the student and 

(where possible) the student.  

• Week 1 (of the Plan) is given over to the writing of the plan. (Where a student is moving 

inter-state, this might take longer because of the need to liaise with mainland schools.) 

• Students cannot commence until the Transition Plan has been written and shared with the 

parent/ carer, other school and the student wherever possible. 

• The Transition Plan may last between 4 and 10 weeks depending on the needs of the 

student. 

• For students transitioning into Giant Steps, Professional staff will compile an IEP for students 

after the 4th week of the Transition Plan being in place. 



• At the end of the Plan (and in the middle if the length of the plan makes this feasible) there 

will be a Plan Review with recommendations, involving professional staff from both schools, 

parents/ carers and student (where possible). 

• It is expected that most Transition Plans will cover times in Terms 1, 2 and 3. Only in 

exceptional circumstances will students transition into Giant Steps in Term 4, however 

they may well transition out at this time. 

9. The enrolment procedure cannot be rushed, as the prospective student’s well-being must be central 

to the process. The process from completing enrolment paperwork to a student transitioning in to 

Giant Steps should normally take at least one month. 

10. An IEP/ BSP/ PCP will be written for a student on a new placement when staff have had the 

opportunity to fully assess the student. This will usually take place at least one month after a student 

has started their Transition Plan. 

 

 

 

 

 

 

 

 

 

 

 



ADMISSIONS: SUMMARY OF PAPERWORK   

Enrolment Forms completed

Diagnosis, Medication, IEPs, 
Reports provided

All paperwork passed to School 
Office

Office copies contact Information 
Sheet to Business  Manager (if 

required)

Office copies all Enrolment Forms 
to Class Teacher (if required)

Office saves all Enrolment Forms to 
Shared Drive in Folder 'Admissions' 

by Student Family Name 

Office files originals of all 
Enrolment Forms, Diagnoses, IEPs, 

Reports to Principal's file 

Teacher and therapists develop 
Transition Plan

Parents/ carers validate student’s 
enrolment and medication details  

at least every six months



ADMISSIONS: RESPONSIBILITIES OF CLASS TEACHER 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When informed that a prospective new student will 
be visiting, the class teacher arranges suitable 

activities for her/ him.

The class teacher ensures that s/he has seen all 
enrolment forms, diagnosis etc. before beginning to 

draw up a new student's Transition Plan.

With input from the Principal (and/ or designate) 
and therapists, the class teacher draws up the new 

student's Transition Plan.

The class teacher ensures that  all  necessary 
information about the new students is shared with the 

class team.

During the first month of enrolment, the class teacher of 
a new student makes twice weekly contact with the 
parent/ carer and ensures that during this time the 

contact focusses on positive matters.

Within one month of the student starting their 
Transition, the teacher with the assistance of the 

therapists, parents/ carers etc. will begin to  develop an 
Individual Education Plan (IEP) to guide curriculum 

delivery and necessary supports.


