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1. PURPOSE  

This policy should be read in conjunction with Y Schools Queensland’s enrolment referral and application 
documents. Before signing Y Schools Queensland’s referral and application forms, it is understood that 
you have read, agreed to and are willing to abide by the terms and conditions, as stated in the documents. 

2. APPLICATION/SCOPE 

This policy is relevant to students, parents, carers and employees, including full-time, part-time, 
permanent, fixed-term and casual employees, as well as contractors, volunteers and people undertaking 
work experience or vocational placements at Y Schools Queensland. 

3. POLICY STATEMENT 

The Y Schools Queensland Enrolment Policy outlines the process for applying to the school. It details 
requirements for official forms and the school’s commitment to supporting students with disabilities. The 
policy also covers the management of absences and the creation of Individualised Learning Plans (ILPs) 
for each student. Parents/carers are responsible for keeping the school informed about any changes 
related to the student. 

3.1 Application for Enrolment 

1. Applications must be made on the school’s official referral and application forms. Referring parties 
and parents/carers of the student must sign the relevant forms.  

2. While application is a pre‐requisite to admission, it is not a guarantee of admission. Y Schools 
Queensland reserves the right to offer a place to any applicant irrespective of date of application. 
Reasons for non‐admission are limited to;  

• No places available at the student’s year level. 

• Y Schools Queensland, after due consideration, cannot provide the facilities, resources or 
support the student needs without incurring unreasonable hardship. 

• Unresolved issues between the student and other student/s currently enrolled at the school 
that may breach Child Safety or Duty of Care.  

• Y Schools Queensland is not registered to support overseas or international students. As a 
result, applicants holding a Student Visa (Subclass 500) or any other visa type requiring 
CRICOS registration are not eligible to apply for enrolment. 

3.2 Enrolment Capacity of the School 

Y Schools Queensland will take reasonable steps to ensure that a student with a disability is able to seek 
admission to, or apply for enrolment in, the school on the same basis as a prospective student without a 
disability, and without experiencing discrimination.  

Y Schools Queensland will always attempt to cater for all students that apply. Y Schools Queensland 
makes reasonable adjustments to accommodate all students. While reasonable adjustments are made, Y 
Schools Queensland does offer some activities which may not be suitable for all students. Such activities 
may include gym use, vocational education and training and excursions.  

Y Schools Queensland caps enrolments. The reason for this is that small class sizes are maintained, to 
cater for the individual needs of each student. Even when the total school population falls below the defined 
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enrolment limits, vacancies may not necessarily exist. Enrolment applications are preferred at the 
beginning of the school year; however, applications are welcome any time during the year.  

 

3.3 Work Health and Safety 

Y Schools Queensland will comply with the health and safety requirements as set out in the Work Health 
and Safety Act 2011 and the Working with Children (Risk Management and Screening) Act 2000.  

3.4 Admission to the School  

Admission to the school is conditional upon the Principal or Principal’s delegate, being satisfied as to the 
suitability of the student.  

All students and carers must be willing to abide by Y Schools Queensland’s policies and procedures, and 
Health and Safety requirements.  

The offer of a place at Y Schools Queensland will only be made after receipt of a complete application and 
supporting documents, as outlined on Y Schools Queensland Application Checklist (Form 1), and the 
enrolment interviews have been completed.   

3.5 Enrolment Process  

As part of the enrolment process, the school may request and review records related to a student’s criminal 
history or any known concerns that may impact the wellbeing and safety of our school community. This 
ensures a safe and supportive environment for all students and staff. 

If the student is successful in the application for enrolment, Y Schools Queensland will contact the 
nominated primary contact person to arrange an enrolment interview.  

Enrolments will last for the period of schooling open to the student, from commencement year until 
completion of year 12.  

3.6 Absence and Enrolment of a Student 

The nominated carer or referring organisation is to inform Y Schools Queensland at the earliest 
convenience if the student has withdrawn or is planning to withdraw from the school program.  

A student under 17 years of age must attend school, work experience or be employed. Staff will follow up 
students with unexplained absences of more than 1 day. If the unexplained absences persist, all actions 
required to be taken by law will be followed through. Centrelink may require the repayment of Austudy or 
Abstudy fees, if applicable.  

3.7 Behaviour Management  

Y Schools Queensland staff will always seek to manage behaviour in a positive manner, to help improve 
long term outcomes. The school wellbeing team may be engaged to help determine reasons for 
behavioural concerns and develop strategies for how to best assist individual students.  
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3.8 Changes to Parent/Carer Relationship and Personal Details  

Parents/carers must inform Y Schools Queensland of any changes in their relationship to the student, 
since the application was lodged prior to enrolment. Changes to parent/carer contact information, contact 
order, medication and medical conditions must be advised of in writing.  

It is the responsibility of the carer to ensure that the student’s address and personal details are kept up to 
date. Y Schools Queensland will not be held liable for the loss of correspondence or student information 
(including certificates) if up to date personal information has not been provided.  

3.9 Important Notice  

As a Special Assistance School (SAS) we work under section 182 of the Education (General Provisions) 
Act 2006 in providing flexible arrangements for students to engage in and access the curriculum at the 
best level determined for them. We use past records, parent/carer interviews, relevant assessment tools 
and ongoing observations to develop an Individualised Education Plan (ILP) for each student. This is a 
condition of entry on a student’s enrolment to the school, that parents/carers agree upon.  

This means that junior secondary students are enrolled in strands of the Australian curriculum and senior 
secondary students are enrolled at a variable progression rate (variations to typical patterns of study) 
focusing on the Queensland Education senior phase of learning (10‐12) which is also informed by the 
Australian Curriculum requirements.   

3.10 Relevant Students   

Y Schools Queensland will ensure that students enrolled are “relevant students” as defined by section 14 
of the Education (Accreditation of Non-State Schools) Act 2017. 

Under section 14 of the Education (Accreditation of Non-State Schools) Act 2017, the term "relevant 
students" refers to students who: 

• (a) are not enrolled at and attending school while of compulsory school age, or participating full-
time in an eligible option, or employed for at least 25 hours each week during the compulsory 
participation phase; and 

• (b) are not provisionally registered, or registered, for home education under the Education (General 
Provisions) Act 2006, chapter 9, part 5. 

Note: Students may be at risk of disengagement from schooling even if they do not meet the specific 
criteria. In such cases their enrolment will be considered based on additional information regarding risk 
factors. All decisions related to the determination of a relevant student must be documented.  
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3.11 Privacy Statement  

What information is collected 
Y Schools Queensland collects personal information via enrolment forms, including student and 
parent/carer names, contact details, date of birth, medical and health information, educational history, 
emergency contacts and any other details necessary to support the enrolment, education and wellbeing 
of the student. 

Purpose of collection 
This information is collected to assess and manage student enrolments, deliver, track and report on 
educational and wellbeing services, keep in contact with you, meet legal, regulatory and funding 
obligations, and maintain accurate school records. 

Implications if not provided 
If the requested information is not provided, we may be unable to process the enrolment or provide 
appropriate educational, wellbeing and/or support services. 

How information is managed and stored 
Personal information is stored securely on servers or on approved service provider servers located 
within Australia. We take reasonable steps to protect all information from unauthorised access, loss, 
misuse or disclosure. 

How information is used and shared 
Personal information may be shared with relevant government departments and agencies, such as the 
Department of Education, the Non-State Schools Accreditation Board, and funding bodies, as required 
for compliance, reporting, and funding purposes. Information may also be shared with third-party service 
providers engaged by the school to deliver education-related services, only where necessary and in 
accordance with privacy legislation. 

Legislative requirements 
The collection, use, and disclosure of personal information is governed by the Information Privacy Act 
2009 (Qld), the Education (Accreditation of Non-State Schools) Act 2017, and related funding and 
reporting legislation. 

Access and correction 
To access or update your personal information, please contact the applicable Y Schools Queensland 
campus or e-mail BusinessServices@ymcaquensland.org.au.  

If a potential student does not receive an offer of enrolment, all information provided will be securely 
destroyed.   

Unless otherwise advised in writing, you give us your explicit informed consent to our exchanging 
information with any part of Y-Care (South East Queensland) Inc. and the YMCA of Queensland. Y Schools 
Queensland may also provide information to any third-party service provider or professional advisor for 
these purposes, or purposes reasonably related to them, and for any other purpose you have consented 
to or as authorised by law. If you provide us with personal information about another person other than 
yourself or your student, please ensure that you tell that person about this privacy statement. Further 
information about what personal information is, as well as why and how we collect, hold, use and disclose 
it, and how you can access your personal information is available in our Privacy Policy which you can 
obtain from our website via this link https://ymca.org.au/privacy-policy/   

Please note that Y-Care (South East Queensland) Inc. is the governing body of Y Schools Queensland.  

mailto:BusinessServices@ymcaquensland.org.au
https://ymca.org.au/privacy-policy/
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3.12 Safeguarding Children & Young People   

At the Y we believe in the power of inspired young people. For young people to be inspired, we know they 
need to feel safe and be safe.  

Information about Safeguarding Children and Young People can be found on our website and via this link 
https://ymcaqueensland.org.au/about/safeguarding-children   

 

4. ROLES AND RESPONSIBILITIES   

Role Responsibility 

All YMCA staff, including all Y Schools 
Queensland staff, as well as contractors, 
volunteers and people undertaking work 
experience or vocational placements at Y Schools 
Queensland 

Understand and comply with this policy, where 
applicable. 

Applicants seeking to enrol, including parents, 
carers, students, family and external members of 
the public involved in supporting an applicant 

Understand and comply with this policy, where 
applicable. 

5. COMPLIANCE WITH POLICY  

Failure to comply with this policy by an applicant seeking enrolment at Y Schools Queensland may result 
being unable to process the application, resulting in it being unsuccessful. 

Failure to agree and understand any terms set out in this policy, where applicable for a student, or a 
student’s parent, carer, family or external member of the public involved in supporting the student, may 
result in further action, up to and including cessation of enrolment, where appropriate. 

Failure to comply with this procedure by a member of the YMCA staff may result in disciplinary action in 
accordance with the YMCA Discipline and Performance Management Policy [YMCA_POL_HRM_005], 
and the resultant disciplinary action documented in the individual’s personal file. 

6. DEFINITIONS  

Term Meaning 

“Principal” For operational purposes, at Y Schools Queensland, can be the Head of 
Campus or Head of School. The Head of Campus and Head of School will report 
to the Executive Principal as necessary. 
 

“Special 
Assistance 
School” 

Independent Schools Queensland defines as accredited non-state schools 
that cater specifically for children and young people who have disengaged from 
mainstream education and are not participating in vocational education and 
training or employment. 

https://ymcaqueensland.org.au/about/safeguarding-children
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7. DISCLAIMER 

This policy may be revised at any time without prior notice. All revisions supersede prior policy and are 
effective immediately upon approval. Printed versions of this document are considered uncontrolled.  
Please refer to the YMCA website for the latest version. 

8. DOCUMENT INFORMATION 

Approval Date 16 December 2025 

Effective Date 16 December 2025 

Next Review Date 16 December 2028 

Document Owner Principal / Business Services Manager 

Approver Chief Operations Officer 

9. RELATED DOCUMENTS AND FORMS 
Document Name: Type: Location: 

Enrolment Checklist Form Y Schools Queensland Website 

Referral Form Form Y Schools Queensland Website 

Application Form Form Y Schools Queensland Website 

Work Health and Safety Act 2011 Act Queensland Government Website 

Working with Children (Risk 
Management and Screening) Act 
2000 

Act Queensland Government Website 

Education (General Provisions) Act 
2006 (Qld) 

Act Queensland Government Website 

Privacy Policy Policy YMCA Website 

YMCA_POL_HRM_005 Discipline and 
Performance Management Policy  

Policy Internal YMCA Intranet 
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