Duty Statement

Registrar

Enrolment

· Respond to enquiries via post and email, walk-ins and telephone calls regarding enrolment, ensuring accurate, consistent information regarding policies and procedures is given. Post information (zone maps, applications, prospectus etc) when required.

· Maintain accurate filing and database management system for all enrolment applications. Act on all enrolment applications via telephone or letter.

· Follow up database and accurate filing system for all letters of relevance responded to e.g. letters to estate agents, parents, language centres.  

· Database of students of concern regarding residency i.e. students marked for a residential check at a later date, those found not to be living at the address given on enrolment etc.

· Process applications for enrolments, monitoring to ensure compliance to regulations. Follow up any documentation that has not been supplied. Interview prospective students and their parents. Liase with Assistant Principal, David Nichols to confirm enrolment is appropriate. Liase with HOSS to determine availability of places and subject selections. Arrange interview times with HOSS’s to formally enrol students. Prepare information packages for new students. 

· Enter new students onto CASES21.

· Ensure relevant people are informed of all new enrolments  e.g Year Level Co-ordinators, Heads of Sub-Schools, Accounts, Sub-School Secretaries, IT, Markbook, MIPs, Work Experience Co-ordinator, Library etc. Advise staff through the Staff Bulletin. 

· Management of a database listing the expiration dates of rental property leases for new enrolments to ensure compliance with the residential declaration signed by the parent/guardian on admittance to BHS of new students. Written request of presentation of a new lease on expiration date of initial lease.

· Manage the administrative process for all Year 7 enrolments under the direction of Assistant Principal, Bernadette Clayton. 

· Advertise the Prospective Parents Information Night through billboard and newspaper, advertisements sent to feeder primary schools etc. 

· Maintain database of applications – management of application process according to DE&T timeline.

· Liase with Year 7 Co-ordinators and Head of Junior School, primary schools, prospective parents regarding enrolments. 

· Produce information packages: 

· Enrolment letter, LOTE, ESL, Music Forms, Recording Authorisation, green enrolment form, Student Well-Being and School Rules, Laptop Computer Program Meeting, Parent Involvement Form and BAR letter. 

· Booklist, Second-hand list, Bus Timetable, Sport Program, Price List for Canteen, Chaplaincy Uniform Shop, BHS Parents’ Association, chaplaincy brochure, school contribution letter and charges and uniform brochures

· Junior School Handbook and Welcome to Balwyn High School booklet.

Accelerated Learning Program

· Process Accelerated Learning Program applications and answer email, telephone and face to face enquiries. 
· Management of internal and external ALP databases of applicants. Acknowledge applications received, respond to written enquiries via email and letter, respond to walk-ins and telephone enquiries.  Arrange advertisements for newspapers and primary schools for the ALP. Liase with ITSA regarding applications.

CASES21

· Exit students through CASES21 at appropriate time. Forward transfer forms and advise relevant staff of transfers and relocate student file for archiving.

· Update CASES21 with change of  student details e.g. changes of address, telephone numbers etc.

· Produce reports and queries using CASES21.

· Enter new students onto CASES21 throughout the year.

General

· Coordinate, produce, photocopy and update all Year Level Handbooks, Prospectus, Information Handbooks, two ALP booklets, enrolment forms, Procedural Handbooks etc.

· Produce and photocopy fortnightly newsletter. (Approximately 14 pages). 

· Produce and photocopy Old Buchanan newsletter. 

· Maintain the database for Old Buchanan newsletter. 

· Maintain database for alumni.

· Enter all PD course for staff on PD Tracker. Follow up PD forms with insufficient information. Produce reports and certificates regarding PD courses undertaken.

· General typing as requested.
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