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Student Enrolment Documentation and Process 
 
At Outdoor School students come to us for a range of programs with durations from 1 to 21 days. 
 
While a student is in attendance at our school they are still technically enrolled with their home 
school. The student’s home school has conducted all the right school council procedures prior to 
their school and students attending. 
 
These include risk management registers as is commensurate with the activity standards and the 
DET safety guidelines. It also includes signing into the Student Activity Locator (SAL). Once the 
students are at our school we also fill out the SAL for every time we leave the school boundary. 
 
Thus we do not have authority as a school to enrol a student as a student cannot be enrolled at 
two different DET schools at the same time (there are a raft of reasons for this). Given the history 
and the time frame (the students are only with us for a short time) the DET has waived this type of 
enrolment for our school as long as we have parents sign a consent and medical form (these are 
attached below). 
 

Consent and Medical Form Process 
 
No student can come to our school without a signed consent or medical form from the student’s 
parent or care giver.  
 
Consent and medical forms are sent to the school and are accessed by the Home School teachers 
months in advanced. The home school manages the collection of the consent and medicals. Once 
the forms have been returned they are sent to Outdoor School one week before arrival so that our 
teachers and ES staff can see if there are any medical or family issues that we need to be aware of 
and cater for. Follow up phone calls with the teacher in charge may happen if questions arise. 
 
The consent and medical forms are then digitalised and can be easily accessed by our staff through 
a pass word protected portal. 
 
Any paper copies are shredded at the end of each program and the electronic copies are kept 
indefinitely which is in keeping with our records management policy. 
 
Forms are rigorously checked by the administration team to ensure all data is appropriate and that 
the consent and medicals are properly signed and dated. Forms that are incorrect are fixed up 
prior to the student attending. 
 
In the case of a student arriving unannounced, the school will be contacted and they will have to 
get a signed consent and medical form filled out and faxed or scanned ASAP. If no are forthcoming 
then arrangements are made for the student to return home.   
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