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APPLICATION FOR ENROLMENT
TO JUNIOR OR SENIOR SCHOOL

Student Details

Family Name

Given Names

Preferred Given Name

Date of Birth

Country of Birth    

Nationality      Aboriginal Australian   Torres Strait Islander

Religious Denomination Main Language spoken at home

Applying For

Calendar Year of Entry     2  0    School Year Level   

  Term 1 Entry         Term 2 Entry         Term 3 Entry       (entry in Term 1 preferred)

  Boarding Place    
  Day Place My daughter will live with    Parent(s)    Other  

Please specify relationship
Resident Status:     Australian Citizen     Permanent Resident  

     Temporary Resident          please specify Visa Subclass   Visa Expiry Date

     International Student  

Passport No    Expiry Date

I/we authorise PLC to check the visa details with the Department of Home Affairs (DHA)               Yes          No

Current School

Name of current school   Main language of instruction

Current school Year Level   No. of Years Attended

Previous school(s) eg. St Jude Catholic School, Melbourne    Year level(s)    eg. 5 and 6 Main language of instruction    eg. mandarin

Not yet attending school    

For Office use only
Student ID _____________________________________

Main Contact ID ____________________________

Receipt No ____________________________________

Dated ____________________________________________

Old Collegian      YES / NO

(Please list ALL previous schools attended)
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Learning/Medical Needs

Are you aware of any special learning needs your daughter may have?   Yes   No

If Yes, please specify

Does your child have a known disability e.g. physical, intellectual, emotional?   Yes   No

If Yes, please specify disability

Date of Diagnosis / /

Report available for PLC?      YES / NO     If yes, please attach 

Has your child ever received support from others eg. tutoring, psychologist,    Yes   No 
speech pathologist, physiotherapist, occupational therapist?

If Yes, please specify

Does your daughter have any medical conditions or allergies?   Yes   No
If Yes, please specify condition and medications taken regularly 

School Connections

Name(s) of applicant’s sister(s) currently on PLC waiting list

Name(s) of applicant’s close relative(s) who are currently attending PLC or have attended PLC in the past.

Maiden Name Relationship to Student House Year Left PLC / Current Year level

Maiden Name Relationship to Student House Year Left PLC / Current Year level

Father (all details for both parents must be provided)

Family Name    Title (Dr/Mr/Other)

Given Names    Preferred Name

Address

         Postcode

Phone Home (    ) Business (    )

 Mobile (    ) 

Email

Occupation

Employer

Mother (all details for both parents must be provided)

Family Name    Title (Dr/Mrs/Ms/Other)

Given Names    Preferred Name

Address

         Postcode

Phone Home (    ) Business (    )

 Mobile (    ) 

Email

Occupation

Employer
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Family Arrangements

Are parents separated / divorced?      Yes    No
Who does your daughter live with?   Both parents   Father   Mother   Other
Is there a Court Order in relation to your daughter?   Yes   No If yes, please attach a copy

Contact Person in Melbourne (Other than parent)

Name
Relationship to applicant
Address      Postcode
Phone Home (    ) Business (    )
 Mobile (    ) 
Email

I/we enclose payment of the application fee   $150
 Cheque Please charge my Mastercard Visa AMEX 

Card Number  

Cardholder’s Name (as shown on card) Expiry Date      /  

Cardholder’s Signature  Date

Parent Declaration

Student’s Family Name Student’s Given Names 

I/We request that the above-named student be registered for enrolment to Presbyterian Ladies’ College. I/We agree jointly and 
severally to be bound by the Terms of Enrolment and to accept responsibility for the payment of all fees and charges, should my/our 
daughter be offered a place and I/we choose to accept it. I/We declare that all relevant information about my/our daughter has been 
provided in support of this application.

I/We understand that the application for enrolment does not itself constitute an enrolment. Enrolment into PLC is dependent 
upon a formal offer being made by the Principal. If your application is successful an offer of a place will be made.

Signature of Father Date 

Signature of Mother Date 

Both parents are required to sign. Where only one parent/guardian has signed this application, that person must satisfy the 
College that  he/she is the sole parent or legal guardian and will be responsible for all fees and charges.

To submit application
Please submit this application form, together with
(Check off):
 Application fee                                                 
 Passport size photograph
	 Copy	of	birth	certificate
 Copy of passport (required if neither parent born in Australia)
 Copy of most recent school report if entering from another school 
 Copy of most recent NAPLAN report if applicable
 If a full fee paying overseas applicant or a citizen of a country other than Australia, a copy of appropriate passport and visa details

To: Admissions
Presbyterian Ladies’ College
141 Burwood Highway
Burwood  VIC  3125
Australia
or email to;
admissions@plc.vic.edu.au  (Senior)
jsadmissions@plc.vic.edu.au  (Prep–Yr 6)
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TERMS OF ENROLMENT – JUNIOR AND SENIOR SCHOOL
(Please keep for future reference)

These Terms of Enrolment set out the terms and conditions under which students are 
enrolled at Presbyterian Ladies’ College (the College) and are current as at 1 March 2019. 
The completion and signing of the Acceptance of Place Offer signifies acceptance of and 
agreement with these Terms of Enrolment and the payment of fees and charges, and to 
any other conditions or rules (including those outlined in the Letter of Offer and Enrolment 
Policy) which may be implemented by the College Council or its appointed representative, 
to ensure the orderly conduct of the College. The College reserves the right to change 
these Terms of Enrolment, and fees and charges from time to time, upon giving parents / 
guardians one term’s notice of such variation. The commencement or continued enrolment 
of their daughter at PLC will signify acceptance by parents / guardians of the variation.

The enrolment of a student at PLC will continue until either the student graduates from Year 
12 at PLC, or the enrolment is cancelled in accordance with these Terms of Enrolment.  
Parents / guardians agree that continued enrolment of the student is at the absolute 
discretion of the Principal, having regard to the best interests of the remainder of the 
students, staff and the College Community.

This agreement binds parents / guardians jointly, and each of them individually 
regardless of the person or persons to whom the College’s account may be addressed 
or handed, or by whom accounts are or have been paid.  This liability shall continue 
regardless of any changes to the relationship between the parents / guardians, or 
any court order as between the parents / guardians, or any child support or other 
arrangements between the parents / guardians. 

This agreement is entered into in good faith by all parties.

Application for Enrolment
An application for admission does not guarantee a place at the College. An offer of a 
confirmed place will be made at the discretion of the Principal, in accordance with the 
College’s Enrolment Policy.

Admission to the College is conditional upon the Principal being satisfied as to both 
the suitability of the applicant and the ability of the College to meet the applicant’s 
educational needs. 

The parents / guardians will at the time of application advise the College of any matter 
relating to their daughter which may affect:
● the intellectual, physical or social development of the student;
● the College’s ability to educate the student including, without limitation, any disability, 

physical or intellectual impairment, mental illness, psychological issue, relevant 
family circumstances or other issue. If there is any subsequent change to this 
information, the parents / guardians will promptly inform the College. The parents / 
guardians acknowledge that this information is required by the College to assess the 
educational, developmental, physical and social needs of the student. The parents / 
guardians acknowledge that the Principal may refuse to enrol, or may terminate the 
enrolment of, the student if in order to participate or derive substantial benefit from the 
College’s educational program the student requires or would require special services 
or facilities which:
• in the circumstances it would be unreasonable for the College to provide; or
• even after the provision of such special services or facilities, the student could 

not participate or derive substantial benefit from the College’s educational 
program.

If this information is not provided or is inadequately disclosed to the College to the 
satisfaction of the College, the Principal may in their absolute discretion decline to enrol the 
student or terminate the student’s enrolment.

A Application Fee
A.1 A student’s name will be registered on a waitlist for enrolment at the College 

upon receipt of the Application for Enrolment and the non-refundable application 
fee.  The fee, subject to a periodic review, is stated in the Application for 
Enrolment.  Application for enrolment does not guarantee that a place offer will 
be made. 

B Enrolment Fee
B.1 The College requires payment of an enrolment fee (as outlined on the 

Acceptance of Place Offer) which is non-refundable, and non-transferable 
between year levels or family members (GST free) upon signing of the 
Acceptance of Place Offer.  Should a student not commence at the College on 
the agreed start date, the enrolment will be cancelled unless prior arrangements 
are made with the College. 

C Holding Deposit
C.1 A Holding Deposit is payable as outlined in the Letter of Offer. The Holding 

Deposit, which provides evidence of the parents’ / guardians’ intention that 
the student will commence tuition at the College, is credited to parents / 
guardians against the Term 2 fee account in the year the student commences 
at the College. This deposit is non-refundable and non-transferable either 
between year levels or between siblings. Should an accepted enrolment place 
be cancelled, the Holding Deposit is forfeited to the College. Retention of the 
Holding Deposit in these circumstances is an estimate of the genuine economic 
loss incurred by the College.

D Fees and Accounts
D.1 Tuition Fees for local students are billed one term in advance. 
D.2 The first year’s Tuition Fees for international students are invoiced in advance 

and must be paid in full before a Confirmation of Enrolment is issued. For 
subsequent years, an invoice for a full year’s Tuition Fees is issued in October. 
If an enrolled international student’s visa application is rejected and written 
notification of rejection from the visa issue office is supplied to PLC, all Tuition 
and Boarding Fees already paid will be refunded in full. 

D.3 A Consolidated Levy is charged each term for local students, and for the full 
year in advance for international students.  The amount of the Consolidated 
Levy varies by year level to reflect the different resources provided and 
programs delivered, and includes the College’s Outdoor Education program.  

D.4 A pro-rata Tuition Fee and Consolidated Levy shall be charged for a new 
student entering the College after a term or semester has commenced.

D.5 Boarding Fees for local students are billed one term in advance. For all new 
students, the first instalment will be charged in advance for commencement in 
the following year. These fees are non-refundable and non-transferable between 
years or siblings. Any adjustments will be made on Term 2 fees. Subsequent 
Boarding Fees will be charged one term in advance. 

D.6 Boarding Fees for international students are billed two terms in advance. 
The first payment is required before the Confirmation of Enrolment is issued. 
Subsequent invoices will be issued in April and October each year.

D.7 Absence from the College during the whole or part of a term does not remove 
the obligation to make payment of the full term’s fees and charges.

D.8 Invoices are payable within 21 days from the date of issue.
D.9 The College will charge an Administration Fee where an account remains 

unpaid 14 days after the due date. A further Administration Fee will be charged 
for each period of 30 days thereafter where the account remains unpaid.  This 
charge is a calculation of the losses incurred by the College in managing the 
outstanding account.

D.10 In the event that any outstanding account is referred to an external debt 
collection agency it is agreed by the parents / guardians that they will reimburse 
the College for any costs or expenses incurred, including legal costs on an 
indemnity basis.

D.11 Any agreement or failure by the College not to strictly enforce its terms of 
payment in relation to amounts owing to the College, or any agreement to defer 
payment of an amount owing to the College, will not operate as a waiver of the 
College’s rights in relation to such amount.

D.12 Any funds payable to parents / guardians by the College will be offset against 
any outstanding account relating to a departing student at the time of departure. 

D.13 The College reserves the right to refuse a student permission to register and 
/ or participate in any College organised non-curriculum activities (including 
overseas tours and exchanges) that require an additional payment to the 
College or a third party, while any amount remains due and owing to the College 
by a party responsible for payment of any fees.

D.14 Any credit card or direct debit payment which is declined by the bank, for any 
reason, will attract an Administration Fee.

D.15 The College reserves the right to refuse to readmit a student at the 
commencement of any term if any amount payable on that student’s account 
remains outstanding.

D.16 All fees and charges are reviewed annually by the College Council, and are 
published on the College’s website.

E Planned Leave of Absence
E.1 All requests for a planned leave of absence from the College must be submitted 

in writing to the Principal for approval at least one full term in advance. Approval 
is not guaranteed.

E.2 The College may charge a Holding Fee during the period of absence, which is 
determined by the Principal.

F Notice of Withdrawal
 Day Students

F.1 One full term’s notice is required, in writing to the Principal, before the withdrawal 
of a day student from the College. If the required notice is not given, a 
Termination Fee equivalent to one full term’s Tuition Fees will be payable in lieu. 
Charging of the Termination Fee is an estimate of the genuine economic loss 
incurred by the College.

 For example: If your daughter is a day student and you wish to withdraw her from 
the College at the end of Term 4, the Principal must be notified in writing by the 
last day of attendance of Term 3.
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 Boarding Students
F.2 Two full term’s notice is required, in writing to the Principal, before the withdrawal 

of a boarding student from the College. If the required notice is not given, a 
Termination Fee equivalent to one full term’s Tuition and one term’s Boarding 
Fees will be payable in lieu. Charging of the Termination Fee is not a penalty for 
withdrawal without notice but an estimate of the genuine economic loss incurred 
by the College.

 For example: If your daughter is a boarding student and you wish to withdraw her 
from the College at the end of Term 4, the Principal must be notified in writing by 
the last day of attendance of Term 2.

F.3 Boarding places are offered for the full duration of a student’s education at PLC 
to the end of Year 12 and are not transferable to a day place. Parents / guardians 
should be fully committed to their daughter living in the Boarding House until 
the end of Year 12. In exceptional circumstances the Principal may approve an 
alternative arrangement. In such circumstances the required notice as indicated 
above applies and the Boarding Fees would be required to be paid for the full 
calendar year.

G Sibling Discount
G.1 PLC offers a sibling discount on the basic annual Tuition Fee to a student while 

her older sister is enrolled at the College.  This discount is not offered to a 
family in conjunction with any other fee concession, including scholarships, or to 
students attending the ELC, and is subject to change. 

H Medical
H.1 In the event of an accident or illness when it is impractical, or not possible, to 

communicate with a parent / guardian, the Principal or Principal’s representative 
may authorise medical, surgical or other treatment recommended by a qualified 
medical practitioner.

I Attendance and Participation
I.1 Students returning to the College after term breaks must join their classes on 

the first day of term. Students are not permitted to leave the College at the end 
of a term until the recognised closing date, except with prior permission and 
under special circumstances. All students are expected to attend throughout the 
academic year.

I.2 Students are required to become active members of the College community 
and are to behave in a way expected by the staff of the College, and indicated 
by the Code of Conduct published in the school diary. Students are required 
to participate in the College’s Outdoor Education Program and the physical 
education program including swimming and sports.

J Ethos
J.1 In enrolling their daughter at PLC parents / guardians agree to support 

the Christian and community activities of the College. The College has a 
Presbyterian foundation but welcomes students of all faiths. Students are 
required to participate in the religious life of the College. All students are required 
to attend Christian Studies classes, chapel services, assemblies, camps and 
excursions.  Enrolment at the College is an agreement to support the ethos of 
the College with regard to College guidelines, behaviour and expectations at all 
curricular and co-curricular events.

J.2 A copy of the College’s Statement of Christian Ethos is published on the 
College’s website.

K Discipline of Students
K.1 Students are required to abide by the College’s Student Code of Conduct, which 

is published on the College website. 

K.2 Enrolment signifies agreement with the rules and regulations of the College and 
intention to abide thereby.

K.3 Parents / guardians agree to support the College in its Discipline Policy. A 
student’s behaviour is required to be at all times lawful, safe for all concerned, 
considerate of others and a good reflection on herself, her family and the 
College.

K.4 At the discretion of the Principal, a student may be excluded from the College 
either temporarily or permanently. The financial obligation of the parent / guardian 
will not be affected by the exercise of such discretion.

K.5 If in the opinion of the Principal it is in the interests of the College that a 
student should no longer continue at the College, they may notify the parents / 
guardians to that effect, remove the student’s name from the College’s Register 
of Enrolments and exclude her from further attendance. The parents / guardians 
shall be liable for all Tuition Fees and other fees up to the day the student’s 
enrolment is cancelled.

L Parent Conduct 
L.1 Parents / guardians are required to abide by the College’s Parent Code of 

Conduct, which is published on the College’s website.

L.2 The parents / guardians will behave in such a manner that the image of the 
College is not negatively affected or brought into disrepute and will treat and deal 
with the College’s employees, representatives, other parents / guardians and 
students with respect and consideration.

L.3 If the Principal believes that a mutually beneficial relationship of trust and 
cooperation between the parents / guardians and the College or any of its staff 
has broken down to the extent that it adversely impacts on their relationship with 
the College, the Principal may require the parents / guardians to remove the 
student from the College and cancel the enrolment together with any other child 
or children they have enrolled at the College.

M Uniform
M.1 All students are required to wear the College uniform as prescribed, neatly 

and properly, while in the College, travelling to and from the College and on 
all College occasions. Each item of clothing must be clean, in good repair and 
labelled with the girl’s name.

N Communication
N.1 The College publishes a regular newsletter to parents / guardians containing 

important information. This newsletter, to be read by both parents / guardians and 
students, is available via the College’s website. Information so communicated is 
deemed to have been received by parents / guardians. It is the responsibility of 
parents/guardians to ensure that they have read and understand all information 
in the newsletter.

N.2 Parents / guardians are responsible for immediately informing the College of any 
change in their family circumstances or contact details.  These changes can be 
advised to the College electronically via the College’s web portal, “Wyse” or by 
emailing  Admissions or Administration.

N.3 Unless the College is supplied with a Court Order or written authorisation signed 
by both parents / guardians which provides otherwise, the College will proceed 
and act on the basis that each of the student’s parents / guardians has equal 
rights and responsibilities in relation to the student. The parents / guardians 
represent to the College that they are the sole legal guardians of the student and 
are authorised to enrol the student at the College. If this situation changes, the 
parents / guardians will immediately advise the College of the change. Parents 
/ guardians indemnify the College against any legal liability which may ensue 
from a misrepresentation under, or any breach of, this clause by the parents / 
guardians. 

O Governing Law
O.1 The laws of the state of Victoria apply and all parties irrevocably and 

unconditionally submit to the exclusive jurisdiction of the courts of Victoria.

P Photography
P.1 PLC will take photos of students undertaking various College related activities. 

Consent for use of photos will be obtained through the College’s parent portal.

P.2 PLC will seek permission prior to publishing a photo externally, including but not 
limited to PLC’s website, publications and social media. 

Q Your Information and Privacy
Q.1 Parents / guardians acknowledge and consent to the provisions of the College’s 

Privacy Policy, available on the College’s website.

Date: 28 March 2019
Approved: PLC Council
Review Date: March 2020

ABN: 16 005 650 386
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Privacy Collection Notice
(Please keep for future reference)

This Collection Notice explains in general terms how we protect the 
privacy of the personal information you provide. In reviewing this 
Collection Notice and providing us with your personal information, you 
consent to our collection, use and disclosure of that information in the 
manner set out below, unless you advise us otherwise. This Collection 
Notice should be retained for future reference. 

The College collects personal information, including sensitive 
information about students, parents/guardians, users of the Aquatic 
Centre and job applicants before, during and beyond the course of a 
student’s enrolment at the College (students and parents/guardians); 
before, during and beyond the course of Aquatic Centre user’s 
participation in a Learn to Swim / Water Safety program; and throughout 
the recruitment process (job applicants). The primary purpose of 
collecting this information is to enable the College to:

• meet its educational, administrative and duty of care 
responsibilities to the student to enable them to take part in all 
the activities of the College 

• provide a recreational service (Aquatic Centre users)
• consider an application for employment (job applicants). 

Information may be collected in writing (online, via post, email or SMS) 
or through conversation, or collected from third parties on your behalf 
(e.g. employment referees). 

Some of the information we collect is to satisfy the College’s legal 
obligations, particularly to enable the College to discharge its duty of 
care. Laws governing or relating to the operation of a school in some 
instances require that certain information is collected and/or disclosed. 
These include relevant Education Acts and Public Health and Child 
Protection laws.

Health information about students is sensitive information within the 
terms of the Australian Privacy Principles under the Privacy Act. The 
College may request medical reports and health information about 
students from time to time. A student’s health and medical information 
will be disseminated and used within the College to best meet the 
College’s duty of care responsibilities. 

In order to consider an application for employment and to facilitate and 
manage a job applicant’s employment relationship with the College, job 
applicants must consent to the College collecting personal information 
from law enforcement agencies for Police Checks and Working With 
Children Checks, the Victorian Institute of Teaching to verify your 
qualifications,	and	other	individuals	or	businesses	we	contact	for	the	
purpose of reference-checking as agreed with you.

Personal information collected about job applicants will be stored 
securely in a recruitment record, or converted to an employee record if 
the job applicant is successful in gaining employment with the College. 
Employee records are exempt from the Australian Privacy Principles 
(APPs) under the Privacy Act 1988. If a job applicant is not successful 
or declines a position at the College, the information stored in the 
recruitment record will be stored for 12 months, unless you advise us to 
destroy the records at an earlier time. 

Failure by parents/guardians, students or Aquatic Centre users to 
provide requested information to the College may be viewed as an 
unacceptable risk resulting in the enrolment process ceasing or your 
child’s enrolment or participation in a program being discontinued. 
Failure by job applicants to provide requested information to the College 
will affect the College’s ability to evaluate your application and may 
result in the recruitment process not proceeding.

The College from time to time may disclose (or permit direct collection 
by a third party) certain personal and sensitive information to others for 
administrative, educational and support purposes. This may include 
to another school to facilitate the transfer of a student, government 
departments, medical practitioners, people providing services to the 
College (including specialist visiting sport or music teachers, coaches, 
counsellors and volunteers), assessment and educational authorities, 
anyone you authorise the College to disclose information to, or 
anyone to whom the College is required or authorised to disclose the 
information to by law, including under child protection laws.

On occasions information, such as academic and sporting 
achievements, student activities and similar news is published in 
College newsletters and magazines, on physical displays throughout 
the College and on our intranet. This may include photographs and 
videos of student activities such as sporting events, camps and 
excursions. 

The College will obtain separate permissions from the student’s 
parent/guardian prior to including such photographs or videos or other 
identifying material in our promotional material or otherwise making 
this material available to the public. The College will obtain separate 
permissions from the student’s parent/guardian prior to including 
personal information on class lists or College directories.

The College from time to time engages in fund raising activities. The 
information received from parents/guardians may be used to make an 
appeal in the future.

Students, parents/guardians, Aquatic Centre users or job applicants 
may seek access to, or correction of the personal information 
collected about them by contacting the College. However, there will 
be circumstances where access is denied. Such circumstances would 
include where the release would have an unreasonable impact on 
the privacy of others or where release may result in a breach of the 
College’s duty of care obligations.

If you provide the College with the personal information of others, 
such as family members, doctors, emergency contacts or employment 
referees, you should inform them that you are disclosing that 
information to the College and why, so that they can request access to 
and correction of that information if they wish. You should refer them to 
the College’s Privacy Policy for further detail. 

The College uses cloud computing service providers to store some 
personal information (which may include sensitive information) on 
their servers in the ‘cloud’. These servers may be located in or outside 
Australia. This may mean that personal information may be stored or 
processed outside Australia. The College’s Privacy Policy contains 
further information about its use of cloud and other third-party service 
providers.

If you wish to obtain a copy of our Privacy Policy please contact the 
College, or alternatively visit our webpage: www.plc.vic.edu.au

If you wish to contact the College regarding personal information we 
hold, or to complain about any instances where the College may have 
been deemed to infringe any of the Australian Privacy Principles, a 
complaint	should	be	lodged	with	the	College’s	Privacy	Officer	privacy@
plc.vic.edu.au

Mrs Dawn Clements
Principal 


