	A. Enrolment Steps for Students holding Humanitarian Visas eligible for EAL New Arrival  funding

	1. EAL AST  notified of newly arrived Humanitarian Entrants

	2. EAL AST contacts the school and arranges for enrolment

	3. EAL AST conducts Needs Assessments and sends recommendations to PEO

	4. PEO allocates support, advises school

	5. EAL AST organises uniform assistance

	6. EAL teacher completes ESL Enrolment form and sends to link AST

	7. EAL AST collates Enrolment form, visa and needs assessment and sends to PEO

	8. EAL teacher complete Initial Assessment within 3 weeks 

	9. EAL teacher conducts 4 week meeting with parent and interpreter

	10. EAL teacher completes May, November and Exit assessments

	11. EAL notifies exemption for Naplan if in Yr 3,5,7,9


	B. Enrolment Steps for Students holding Non – Humanitarian Visas eligible for EAL New Arrival funding

	1. Student and family present at school and have visa subclass checked for eligibility – office staff take a copy of passport and visa

	2. Principal notifies either link ESL AST or PEO ESL of new enrolment

	3. EAL AST conducts Needs Assessment and sends copy to PEO

	4. PEO allocated support, advises school

	5. EAL teacher completes ESL enrolment form and sends to link AST

	6. EAL AST collates Enrolment form, visa and needs assessments and sends to PEO

	7. EAL teacher conducts Initial Assessments within 3 weeks

	8. EAL teacher conducts 4 week meeting with parent and interpreter

	9. EAL teacher complete May, November and Exit assessments

	10. EAL notifies exemption for Naplan if in Yr 3,5,7,9


	C. Enrolment Steps for Students holding Temporary and Provisional Visas

	1. Student and family present at school and have visa subclass checked and have an Authority to Enrol – office staff take a copy of all

	2. Principal notifies either link ESL  AST or PEO of new enrolment

	3. EAL AST conducts Needs Assessment and sends copy to PEO

	4. PEO allocated support, advises school

	5. EAL teacher completes ESL enrolment form and sends to link AST

	6. EAL AST collates Enrolment form, visa and needs assessments and sends to PEO

	7. EAL teacher conducts Initial Assessments within 3 weeks

	8. EAL teacher conducts 4 week meeting with parent and interpreter

	9. EAL teacher complete May, November and Exit assessments

	10. EAL notifies exemption for Naplan if in Yr 3,5,7,9

	

	D. Enrolment Steps for Students with non eligible visas

	Principal to contact PEO ESL (62337719)  or Government Education Training International Unit before accepting enrolment (62335815)


