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St Columban’s College 
Spirit, Tradition, Community 

ENROLMENT POLICY AND PROCEDURES 
POLICY: St Columban’s College will seek to enrol students, who with their parents or 

caregivers, can commit to the values and expectations of our Catholic,Christian 
community. 

Rationale 
The Archdiocese of Brisbane Catholic Education Council provides a clear policy on the Enrolment of 
Students (July 2012) in Catholic Schools. It states that schools in the Archdiocese give priority in 
enrolment to students who are baptised Catholics. Schools may also enrol students from other faith 
traditions whose families demonstrate that they share in the expressed values of the school. In such 
instances schools embrace church teachings regarding respect for the faith journey of individuals 
within the religious dimension of school life. 

 
Introduction 
St Columban’s is a school with a proud history and long established traditions. It was started in 1928 
as a Christian Brother’s College for boys at Albion in Brisbane. In 1985, the College was taken over by 
the Brisbane Catholic Education Office. In 1996 it became a Co-Educational College and in 1997 was 
relocated to its present site at Caboolture. It is now an Edmund Rice Associate School, supporting the 
charism of Edmund Rice, Founder of the Christian Brothers. 

The College is committed to offering a high quality, inclusive and affordable Catholic education. It has 
an important partnership role with parents in surrounding parishes, in the provision of a secondary 
education for Catholic families and for those families who share in its values. The College invites 
enrolments from all those who profess to share in the College spirit, ethos and values and who can 
demonstrate through the ways in which they currently interact within their existing parishes, religious 
communities, local communities and primary schools. 

 
Guidelines 
The process of enrolment is guided by the principles of justice and equity which is reflective of our 
Catholic ethos and vision. 

To maintain the Catholicity of the school community there is a preferential system of enrolment in 
place. This is: 

1. Catholic students from Catholic schools 

2. Catholic students from non-Catholic or state schools 

3. Non-Catholic students from Catholic schools 

4. Non-Catholic students whose parents show a genuine commitment to the ethos and values of 
the College. 

It should be noted that a sibling of a present or past student or a child of a past student of the College 
could alter these priorities. 

It is important that all applicants lodge their Enrolment Application Form prior to or when their child 
is in Year 4. Interviews commence in March when the student is in Year 5 for a Year 7 start. 
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Making Enrolment Application 
All applicants to St Columban’s College need to be aware of the culture of the college as a Catholic 
school. As per the Catholic Education Council policy, they must express a desire and willingness to: 

 Share in the expressed values of the school 

 Contribute positively and actively to enhance the spiritual life of the school 

 Commit to and support the Guidelines for the Religious Life of the School 

 Participate in and contribute to the achievement of the school mission. 

Enrolment packages are available on request from the Enrolment Officer through the College office. 
Online applications are available on the College Website. 

On receiving the completed Enrolment Application, the College will process the enrolment in a timely 
manner. Depending on the circumstances, an interview will be scheduled with the College Principal or 
their nominated delegate. 

The interview process will be used to establish with parents the expectations upon students and 
families to participate in the life of the Catholic school community. Discussion will also occur around 
the compulsory formal Religious Education classroom program. The religious life of the College, 
including prayer and worship and any social justice and service programs, are similarly discussed 
regarding expectations to participate. 

Parents wishing to enrol their child at the College will complete an Enrolment Application including 
payment of the Enrolment Application Fee. Payment of the Enrolment Application Fee is required 
before an interview is arranged. The following paperwork is also required: 

• Copy of child’s Birth Certificate 
• Copy of Baptism Certificate and any other paperwork related to the child’s sacramental 

program 
• Evidence of child’s participation in their current school including school reports and other 

relevant information to support enrolment. 

Following the interview it will be at the discretion of the Principal as to whether a place can be offered. 
This will be based on information gathered through the application and interview considering factors 
such as a student’s spiritual, educational and behavioural history, as well as a student’s potential 
contribution to the school and the availability of a place being available. 

Consideration is also given to the proportion of students enrolled other than Catholic, as this should 
not jeopardize the Catholic identity of the school community. Such students should not be enrolled if 
this enrolment necessitates the exclusion of Catholic students seeking enrolment. However, timing of 
the application is important and late applications from Catholic students could also mean that all 
places have already been filled. 
 
Fees: When parents apply for enrolment of children for whom they have not paid school fees at a 
previous Brisbane Catholic Education school, the enrolment should not be confirmed until the debt is 
paid or waived on the previous principal's advice. Arrangements for payment of future fees must 
then be put in place before proceeding with the enrolment. 722.3 School Fees Collection – BCE Fees 
Collection Guidelines. 
 
Enrolment at the College is at the discretion of the Principal. 

 
In making an application to enrol a student, parents are showing that they are prepared to commit 
themselves to working in cooperation with school personnel for the benefit of their child. An offer of 
placement is conditional upon acceptance by parents of the College Policies and Guidelines which 
govern school practices. This includes an acceptance of the College Fees Policy. 

Each decision of acceptance of an applicant for enrolment shall be at the discretion of the Principal 
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within the policy and guidelines endorsed by the College Board, and in line with the Brisbane Catholic 
Education enrolment guidelines. A letter notifying parents of the outcome will be forwarded within 
two months of interview, where possible, and if all relevant information has been provided. 

If this is a letter of offer, enrolment will only be confirmed upon completion of the Confirmation of 
Offer and payment of the Enrolment Confirmation Bond. It should be noted that the letter of offer 
is only valid for a maximum of two weeks from the date of offer, after which the family will be moved 
on to a waitlist. 

 
The Enrolment Confirmation Bond is not refundable if the student does not take up the place and is 
only refunded when the student provides at least one term’s notice of intended enrolment 
termination. Otherwise the enrolment confirmation bond is credited to the family account in the 
term that the student commences at the College. 
 
Students who are not offered an enrolment initially may be placed on the Enrolment Waiting List. 
The Confirmation of Offer includes an indication that the applicant can make full and regular payment 
of College Fees and Levies. If parents indicate on this form that they are not in a position to make these 
payments, the offer is conditional until such time that the College has contacted the parents or 
caregivers to arrange a time to discuss a payment plan with the College Business Manager. The 
outcome of this meeting will be discussed with the Principal and a further letter will be forwarded to 
the family to indicate the status of the Confirmation of Offer. 
 
It is the expectation of St Columban’s College that students will be enrolled under the name given on 
their Birth Certificate, unless parents or legal guardians can produce a document demonstrating that 
the child’s name has been legally changed. However the enrolling parent may direct for the child to be 
‘known by’ another name whilst at school, provided that the Principal is satisfied such an action is not 
intended to defraud, to contravene a court order or infringe the rights of the other parent. In these 
circumstances the attendance roll or merit awards will, where possible, reflect the requested name, 
however all formal records such as enrolment documents, school reports and QCAA registration will 
reflect the student’s name on the birth certificate. 
 
The decision as to whether to permit a student to be known at school by a name other than that on 
the birth certificate is made by the Principal based on the unique facts of each case. Parents would 
make this request in writing to the Principal. 

 
Where there is dispute between parents as to the name to be used by the student, the name on the 
birth certificate will be used. 

Inaccurate information supplied to the College or nondisclosure of information may lead to the 
cancellation of offer and/or enrolment. 
 
Student requiring significant Educational Adjustments: 
St Columban’s College recognises that there are students with special needs, and endeavours, as far 
as possible, given the available resources, to enhance and support the learning of such students. These 
enrolments will proceed according to the guidelines set down by Brisbane Catholic Education and the 
Enrolment Support Process. This process is commenced at the discretion of the Principal and is 
managed by the Support Teacher: Inclusive Education and will involve the relevant BCE North Special 
Education Consultant and any other relevant specialists. 

As a result of this process a decision is made by the Principal as to whether the College resources can 
support the enrolment of the student. 
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Parents need to be aware that this process can take considerable more time and can, in fact, requires 
a review closer to the actual commencement date at the College. 

Again parents are reminded of their responsibility to fully disclose all relevant information to the 
College. 

 
Changes in family circumstances 

The College recognises that changes may happen with family living arrangements during the six years 
that their child attends the College. In the situation where a change in the student’s living situation 
occurs, the College should be notified of such changes. Should this change involve a separation of 
parents, the College should be informed of any change of address and, where relevant, of the details 
of any parenting plan which is in place. A clear understanding of issues associated with access to the 
student and to information about the student should be established at this point. 
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