Draft of text for letter to parents of students on a waiting list, in situations
where a board determines part way through a year that it has vacant
places that can be made available to out-of-zone students

unsuccessful in the ballot. You were informed that your child’s name had been placed on a
waiting list.

When the board last held a ballot for out-of-zone places at <school name> your child was %L

lam pleased to be able to inform you thatavacancy has occurred and | am now able to
offer <name >aplace at ourschool | realise that by now your child is settled in anoth
school. Nevertheless you may wish to accept the place at our school that | am now able

o

offer you. Please indicate your intentions by completing the tear-off slip at the b of
this letter and returning it to the school by <date>. If you have not respondgd date, |
will take that as an indication that you no longer wish your child’s name t on the
waiting list. (\'

| look forward to hearing from you. K@
< Add any relevant details about procedures relating to@ay of attendance. >

Yours sincerely o\®\

Strike out the option that doe@t apply.

(a) | accept the %ﬁ&lace at <school name>. | understand that the place is

available forYypnmediate enrolment <or for enrolment from (date)> and that the offer
ofa pEee@s not entitle me to delay enrolment until a later date.

(b) Q\k you for the offer of a place at <school name> but | do not wish to take up the

(b@@
o
S

Q.

Signed
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Draft of text for letter to parents of out-of-zone applicant who has been
successful in a ballot held in accordance with Instruction 31

Thank you for your application for enrolment of your son/daughter <name> at <school (L
name>. %

Aballothasrecently been held for places available for out of zone students and | am pleased
to be able to inform you that < name > was successful. |am therefore able to offer him/hera
place atourschool. Please understand that this offeris forimmediate enrolment <or state
date at that enrolment will commence> and if not taken up does not confer an entitlem

enrol nextyearoratsome othertime.

* Q
Youwillappreciate that some applicants were not successful in the ballot@still on

the waiting list. Please confirm your acceptance of the place in writing, natively

indicate thatyouwill not be taking up the offer. A tear-off slip is proy or your
convenience. Your reply must reach the school no later than < a atis |4 days from
the date on this letter >, If confirmation is not received by this dat€, ¥eplace will be offered
to the first person on the waiting list of applicants who werK ssful in theballot,

I look forward to hearing from you.

* \
< Add any relevant details about procedures r &he first day of attendance. >

Q
Yours sincerely O&

___________________ R

Strike out the oEf@uat does not apply
(a) %&the offer of a place at <school name>.

@: Thank you for the offer of a place at <school name> but I do not wish to take up the
offer.

Signed
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Draft of text of letter to parents of student whose enrolment is being
reviewed because there are reasonable grounds to believe that a
temporary in-zone address has been used for the purpose of gaining

enrolment at the school
Note: This is a model only. Details should be changed as appropriate. %L

Dear <parent’s name> %
ENROLMENT REVIEW NOTICE \

It has come to the attention of the board that <student’s name> is no longer living ; the
address that, at the time of your application for enrolment, you stated would be {fis/her usual

place of residence. N O
D

| note that when you applied for enrolment you gave no indicatio e given address
would be a temporary one, nor have you subsequently informed t ol of any change of
address, although you gave an undertaking to do so in the stat eht you signed at the time
of application. The board feels therefore that it has reas Q unds to believe that you
have used a temporary residence within the school’s hori& for the purpose of gaining
enrolment at the school.

Under Section 110A(1) of the Education Act 19 @m formally advising you that the board
<or relevant sub-committee> will be reweyvl enrolment at a meeting on <date>.

It might be, of course, that ther@ rfectly reasonable explanation for the change of
address and that there has been mpt to use a temporary in-zone residence to secure
enrolment at our school. If thabis the case, | would appreciate it if you would contact me
immediately * or make ihtment to see me in person, to provide an explanation. If
the board is satisfied t e ®xplanation for moving out of zone is genuine, then your child
is entitled to remain{th chool roll.

The board <or ant sub-committee> has asked me to prepare a report for its meeting of

<date>. T port will include any information that you have provided by way of

explan@ ease let me know if you would prefer to be present at the meeting to present
e

a rsonally.

&do not hear from you by <date, that is at least 10 school days after the date of this letter and
efore the board meets to consider the matter>, the board may annul the enrolment as
@' provided for in Section 110(1A) of the Education Act 1989. Any annulment will take effect
\@ one month from the date of the board’s decision.

‘ol
<Signed>

Principal

* Give contact details if not on the school letterhead.
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Proposed Enrolment Scheme Checklist

This checklist is to help schools when sending a proposed enrolment scheme to the Ministry of Education for approval.(L

School

Enter School Name sending in proposed enrolment scheme

A

N

Under Section 11H(3) of the Education Act 1989, “When developing a proposed enrolment scheme, ab ar\ﬂust consult
with whatever persons and organisations it considers appropriate and, in particular, must take a
discover and consider the views of-

(a) the parents of students at the school; and
(b) the people living in the area for which the school is a reasonably convenient school; an
depending on their age and m iLy); and

\\

(c) the students and prospective students of the school (
(d) the boards of other schools that could be affected by the proposed enrolment sc@e,

A school does not have to specifically consult in a certain way (e.g. newspape
to make sure they have covered the four groups above. It is recommen
four groups.

N\

The list below is designed for the school to show how it condu \he consultation process.
*

able steps to

public meetings), but they do have

e@ nsult as widely as possible to cover the

Proposed

N
A Y
Checkbox | Description of item included (\\0 Notes
hJ

Letter to the Ministry outlining e scheme. This letter should also include how the | Required
Board has responded to feedback Ysarfi the consultation process and given consideration

to feedback and how it has rr@cha nges (or not) to the proposed enrolment scheme.

Copies of all consultat@erial sent to four groups listed above Required

A2
Proposed map ( Preferred
Proposed writ cription (can ask Ministry to write this) Preferred
programme If applicable

Copy of\neWspaper ad or other local public distribution

If used, include
date

@:y of school newsletter

If used, include
date

Screenshot of school website or Facebook page

If used, include '
date

»
Copies of notes from public meetings If held
Copies of all individual feedback from the community, parents or students Required
Copies of all individual feedback from neighbouring schools (see second table for details) | Required




Other ways the school has communicated with the community, parents or students about | Please list and
the proposed enrolment scheme; provide copies

SV
)
&&'\

This part of the checklist is to ensure all neighbouring schools have been consulted about the proposz enrolment
scheme. Copies of each letter/email are required to be sent to the Ministry of Education as par e approval process.
Where it states “included here” — this means included in the pack to be sent to the Minis’rxv.o

Names of allineighbouring  Letter to neighbouring Response from lidrther correspondence
schools writtenito about  school heighbouring school between'the twoischools

proposed enrolment included here included here included here (if required)
scheme (date noted) (datelnoted)

e.g. Queenstown Primary ‘ Yes (sent to school 5/4/2020) | Yes (received frdm school
School ‘ 21/4/, 03&

>

|
|
|
\
\

&
L e

P

’

Total e.g. 14 emails sent and e.g. 12 responses received e.g. 5 emails sent and
 included and included included






