
 

1/10 

 

Thank you for your interest in applying to our college. 
 

If you would like to fill out Application for Student Enrolment on line, it is available as a writable PDF on the college’s 
website: www.columba.catholic.edu.au.  This form must still be printed, signed and returned to the college. 
 

Columba Catholic College, Charters Towers (ABN 40 456 915 826) is part of Catholic education in the Diocese of 
Townsville and an agency of The Roman Catholic Trust Corporation for the Diocese of Townsville. A Catholic school is a 
community of faith values based on the teachings and deeds of Jesus, and Gospel values. These are essential to the life 
of our colleges. All students are equally important and the curriculum is directed at the total formation of the individual 
and the college community.  
 

At all stages of the process, please note: 

• Students and parents/guardians/carers at Catholic schools are expected to comply with our codes of conduct and 
accept the Catholic education we provide. 

• We respect your privacy and have outlined why we collect your personal information, what it is used for and how it 
is stored and disclosed. 

• Part of the enrolment process is a financial agreement between you and the college. Please contact the college 
principal if your financial situation changes. No child will be denied a Catholic education because of financial 
incapacity or difficulty. 

• It is important that you inform us during this process if anything changes, such as personal information, medical 
details, or legal guardianship. 

 

Who should complete the Application for Student Enrolment? 
This form should be completed by parents/guardians/carers of students seeking to enroll, or an independent student 
seeking to enrol. If you require assistance completing this form, including translation services, please contact the college. 
 

About this Enrolment Notes Booklet 
The Application for Student Enrolment allows us to collect information about the student and your family. This 
information assists us to provide a learning and teaching service to our students, exercise our duty of care, and perform 
necessary associated administrative activities, which promotes participation by students in the activities of the college. 
To provide the best experience for the student, and ensure efficient processing of your application, it is important that 
you thoroughly read this Enrolment Notes Booklet, as you fill out the Application for Student Enrolment. 
 

Steps in completing the Application for Student Enrolment 
1. Read the Information Collection Notice (page 10), the Enrolment Agreement Terms (page 7) and Financial Terms 

(Page 9) in this Enrolment Notes Booklet. 
2. Fill in the Application for Student Enrolment in its entirety, referring to this Enrolment Notes Booklet. 
3. Use blue or black pen. 
4. PRINT CLEARLY in the designated boxes and in the spaces on the form and TICK checkboxes as applicable. 
5. Complete the DOCUMENT CHECKLIST and add copies of all documents. 
6. ALL parents/guardians/carers or the independent student seeking to enrol must sign and date the last page. 
7. Submit the completed Application for Student Enrolment, including required copies of documents, to the  

college by post, in person, or scan and email. 

http://www.columba.catholic.edu.au/
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    Student Enrolment Process 

Parent/guardian/carer/independent student fills out an Application for Student Enrolment, which is 

completed in association with the Enrolment Notes Booklet. 

 
 

Application for Student Enrolment is delivered/posted or scanned/emailed to the college. 

 

The college will respond (by letter or email) to confirm receipt of the Application for Student Enrolment. The 

college may need to contact you if more information is required to gain an understanding of the student’s 

learning needs. 

 

The college will arrange an interview with parent/guardian/carer and the student. 

 
 

If the application is successful, an offer of a place at the 

college will be sent with the Student Enrolment 

Agreement. 

The enrolment offer will be accepted and become 

legally binding when the college receives a signed 

Student Enrolment Agreement. 

A copy of the signed Student Enrolment Agreement will 

be sent to the parent/guardian/carer/independent 

student and should be kept for record-keeping 

purposes. 

 If the application is not successful, you will 
be notified. 

 

 
 
 
 
 
 

 

  

Parents/guardians/carer/independent student should 

update the student’s enrolment information when 

there are changes. 

 

  

Parents/guardians/carers/independent student will be 

notified of changes to the Student Enrolment 

Agreement terms and consents as they occur. 

 

 

STUDENT PERSONAL DETAILS  

This section collects basic information about the student. A prospective student should be enrolled under their 

legal name as per their birth certificate There is provision to also record a preferred given name. The preferred 

given name will be noted on some internal college documents. However, the legal name will appear on semester 

reports and other external documents.  
 

A legible copy of the student’s Birth Certificate (and a Change of Name Certificate, if applicable) is to be 

provided with the form for the college to retain on file. 

 

STUDENT CULTURAL BACKGROUND 
This section collects information about the cultural heritage of the student, which can be helpful in supporting our 

students and determining any additional support requirements. 
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Australian Citizenship documentation needs to be provided to support the application for enrolment   
where the student is claiming Australian Citizenship and: 

• the student was not born in Australia; or 

• the student was born in Australia and neither of the parents were born in Australia or held Australian 
Citizenship at the time of the student’s birth; or 

• the student holds Australian Citizenship documentation because of other circumstances (i.e. by descent, 
adoption, conferral or resumption). 

 

INTERNATIONAL STUDENTS  
This section is to be completed for all students who are NOT Australian citizens. 

• Responses provided on the form are required to be identical to the data recorded on the documentation (e.g. 

the visa, passport). 

• International students are required to obtain Overseas Student Health Cover (OSHC) for the proposed 

duration of their student visit. 

• All documentation provided is to be current and is required to be kept up-to-date (e.g. if a new visa is issued). 
 

Passport/ travel documents to be attached (if applicable) 

 
 

STUDENT RELIGIOUS BACKGROUND  

Our college enrols students from Catholic and other faith traditions whose families demonstrate that they share 

the expressed values of the college. Each college community is guided by Catholic Church teachings in showing 

deep respect for and supporting the faith journey of each individual within the religious dimension of college life. 
 

Where the student has been baptised in the Catholic faith, legible copies of the student’s Baptismal 

Certificate and/or Sacramental Certificates are required 
 

DETAILS OF STUDENT’S PREVIOUS SCHOOLS 

This section collects information about any educational environment that the student currently attends or has 

previously attended. 

• Where a student has attended multiple schools in the past, please list these. If the student has attended more 

than six schools, please attach this information on an additional page. 
 

Transfer documents from previous school (if applicable) Year 3, 5, 7 or 9 NAPLAN results as applicable 

Latest school report and/or reference from previous school 
 

SPECIALIST ASSESSMENT 
This section collects information concerning further supports the student has/is receiving. Examples of such reports 
include those from a speech pathologist, psychologist, occupational therapist, paediatrician or the NDIS. 
 

This section provides the opportunity for parents/carers/guardians/independent students to identify and describe 
the particular educational support required to assist the student to access the curriculum. 
 

Documentation relating to student support (reports, action plans, assessments) 

 
 

MEDICAL DETAILS FOR STUDENTS 
This section collects information concerning medical information about the student, the condition and its 

treatment, and identifies the requirement for medication to be administered and for a Medical Action Plan to be in 

place. 

• Note that if any medication is required to be administered to the student during college time or if the student 

has a Medical Action Plan, additional information will need to be provided upon enrolment and retained on 

the student’s file. 
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• College staff will not administer any drugs or other medication except those prescribed by a doctor and 

supplied in a container bearing a pharmacist’s label stating the student’s name, dosage and time/s for 

administration. The request for administration of the medication must be accompanied by a Medication 

Consent Form. 

IMMUNISATIONS 
Under the Queensland Public Health Act 2005, Chapter 5, legislation is in place to protect all students against 

contagious conditions that are preventable by vaccine. Immunisation is not compulsory in Australia, however it is 

recommended that staff, students and others be immunised according to the National Health and Medical Research 

Council’s (NHMRC) Recommended Immunisation Schedules. Parents/carers/guardians/independent students are asked 

to supply an Immunisation History Statement during the enrolment process. Children who are not fully immunised can 

be enrolled in TCE schools, however principals must follow the Queensland Health Timeout guidelines for exclusion 

periods for infectious conditions (refer to the Timeout Poster). This poster specifies minimum periods of removal 

from the college for some medical conditions. 

 

Medical Action Plan and Medication Consent Form (if applicable) 

Immunisation History Statement 
 

RELATED PERSONS INFORMATION 
The term ‘Related Person’ in the context of this Application for Student Enrolment, refers to any adult person 

associated with the student. This includes a mother, father, step-parent, grandparent or any other person 

nominated on the basis of having responsibility for, or providing some degree of care for the student. Provision has 

been made for two persons to be nominated on the form. If your application is successful, you will have an 

opportunity to nominate additional Related Persons at a later date. 
 
 
 

SPECIAL CIRCUMSTANCES 
This section collects information about current Court proceedings, Court orders and undertakings and agreements 
(such as parenting plans) concerning the welfare, safety or parenting arrangements in respect of the student. 
Schools, as part of their duty of care responsibility, require copies of such legal documentation before they can 
implement any request. 
 
A Court order may include orders of the Family Court or Federal Circuit Court identifying who has parental 
responsibility and the people with whom the student lives or spends time with. Court orders may also include 
orders about the safety of the student or the student’s family and may take the form of an Apprehended Violence 
Order, Domestic Violence Protection Order or Child Protection Order. 
 

An undertaking is a promise made by a party to a Court to do or refrain from doing an act of breach which may 
result in contempt of Court. An agreement is an informal agreement between parents about matters affecting the 
student’s welfare, safety and parenting arrangements for example, a Parenting Plan. 
 

Parenting orders may include a court order authorising publication of the parenting orders to schools. In cases 
where this does not apply, please provide only the court documents (or the part of the court documents) required 
by the college, and exclude irrelevant court documents (or parts of those documents). (This may include irrelevant 
Court orders, affidavits, Court reports or reasons for judgment). Please also provide full information about the any 
parent/guardian/carers not living with the student. 
 

Court orders or undertakings, agreements and parenting plans (if applicable) 

 
 

 

ADDITIONAL INFORMATION 
This section enables the provision of any personal or other information that may be pertinent to the application. 

Please indicate any other physical, social/emotional or intellectual conditions which may affect learning or other 

http://vaccinate.initiatives.qld.gov.au/schedule/
https://www.health.qld.gov.au/__data/assets/pdf_file/0022/426820/timeout_poster.pdf
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college activities or which may require additional or emergency attention at the college. 

 

SIGNATURES 
Each parents/guardians/carers of the student, or the independent student seeking to enrol must sign the 
Application for Student Enrolment. This section contains reference to the Enrolment Agreement Terms (See 
Appendix I of this Enrolment Notes Booklet) and the Financial Terms (See Appendix 2 of this Enrolment Notes 
Booklet) which, if you accept an enrolment offer made by the college, will form part of the terms of the Student 
Enrolment Agreement. 
 

DOCUMENT CHECKLIST 
Please note: Processing and assessment of this Application for Student Enrolment will not proceed until a copy 

of all required documentation is provided to the college. 

 

□ Birth certificate or extract or identity documents 

□ Australian Citizenship documentation (if required) 

□ Sacramental certificates 

□ Transfer documents from previous school (if applicable) 

□ Year 3, 5, 7 or 9 NAPLAN results as applicable 

□ Latest school report and/or reference from previous school 

□ Documentation relating to student support (reports, action plans, assessments) 

□ Medical Action Plan and Medication Consent Form (if required) 

□ Immunisation History Statement 

□ Court orders or undertakings, agreements and parenting plans (if applicable) 

If the student is NOT an Australian Citizen: 

□ Passport or travel documents and current visa and previous visas (if applicable) 

In addition, if the student is a temporary visa holder you will also need to provide: 

□ Authority to Enrol or evidence of permission to transfer provided by the International Student Centre (if 
holding an International full fee student visa, sub-class 571P) 

□ Authority to Enrol for visitor and temporary resident holders may be required (other than sub-class 
571P referred to above) issued by the Temporary Visa Holders Program Unit 

□ Evidence of the visa the student has applied for (if the student holds a bridging visa) 
 
INFORMATION COLLECTED ON THE STUDENT ENROLMENT AGREEMENT FORM  
If your child is accepted into our college, you will be asked to complete a Student Enrolment Agreement, which 
collects additional information. This information is used to support the provision of schooling to student, exercise 
duty of care, and perform necessary associated administrative activities, which will enable students to take part in all 
the activities of the college. Some of the information collected is to satisfy legal obligations.  

 

1. Collection of Data on Parent Backgrounds - The Federal Government requires schools to collect information from 

parents/guardians/carers in relation to their educational background and occupation. The information collected is 

used in the reporting of student outcomes against the ‘National Goals for schooling in the 21st Century’, including 

the reporting of outcomes of the Year 9 NAPLAN. 

 

2. Other information collected  
Parent involvement in college activities 
Photography/video/media consent 

       Student transport details  

DOCUMENT CHECKLIST 
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APPENDIX 1 – ENROLMENT AGREEMENT TERMS 

DEFINITIONS AND INTERPRETATION 

• Agreement refers to the Student Enrolment Agreement. 

• School or College is a reference to The Roman Catholic Trust Corporation for the Diocese of Townsville trading as 
Columba Catholic College, Charters Towers (ABN 40 456 915 826). 

• I shall include any person whose details are listed in Section 2 of the Agreement. 

• Parents meant the student’s parent/s, carer/s or legal guardian/s, who are responsible for the student’s 
education. 

• Principal means the Principal or acting Principal of the college and includes any person from time to time acting, 
delegated or nominated as principal, carrying out the duties or exercising the authority of the principal. 

• Student means the person whose details are listed in Section 1 of the Agreement. 

1. I seek a Catholic education for the student and wish 
for the student to be educated in an environment 
that has the Gospel values and a Catholic ethos as its 
base. I acknowledge and support the college offering 
a formation that actively promotes Christian values 
through its Religious Education program and the 
rituals, liturgies, celebrations and college initiatives. I 
understand that the student is expected to take part 
in and support these faith activities; respect the 
Catholic religious principles and practices of the 
college, and failure to do so may lead to termination 
of enrolment. 

 

2. While the college will use reasonable care in the 
delivery of educational services to the student, the 
college does not warrant that doing so will achieve 
any particular outcome in respect of the student nor 
does the college warrant that it can control the 
behaviour of other students or parents in the college 
community. 

 

3. The Agreement applies for the entire duration of the 
student’s enrolment at the college, subject to 
termination in accordance with the Agreement, and 
does not constitute a series of annual or other 
periodic contracts. 

 

4. I accept that the student is admitted to the college on 
the condition that the student will comply with the 
college rules, codes of behaviour, policies, 
procedures and guidelines, and I will support these in 
the interest of the wellbeing of the whole college 
community. I acknowledge the role of the college as 
an educator and will support its educational 
initiatives for the student. 

 

5. I agree that the rules, codes of behaviour, policies, 
procedures and guidelines of the college, the Catholic 
Diocese of Townsville and the Townsville Catholic 
Education Office are terms of the Agreement and 
may be changed, at any time in the college’s absolute 
discretion, by notifying me of the relevant change. 
On notification of the change, the changed college 
rule, code of behaviour, procedure or guideline will 
become a term of the Agreement. 
 

6. The Principal, or his or her delegate, has authority to 
apply whatever disciplinary measures are appropriate 
or necessary in relation to the conduct of the 
student, both inside the college and at college-
related events that take place away from college. 
This includes behaviour that might bring the college’s 
name into disrepute and disciplinary measures may 
extend to decisions to suspend/exclude/terminate 
the enrolment of the student for lawful cause. State 
legislation and the Diocesan Education Council 
Student Protection Policy require the college to 
contact State Authorities in cases of actual or 
suspected harm to or sexual abuse of students. 

 

7. I accept that a positive and supportive relationship 
between the College and the parents of the student, 
is a fundamental term of the Agreement. I have read 
and understood the Townsville Catholic Education 
Code of Conduct for Parents and Volunteers and will 
observe and perform the rights, responsibilities and 
principles outlined in that document, which can be 
found on the college website.  

 

8. I will indemnify and keep the college indemnified 
against any claim, liability, loss or damage caused or 
contributed to by any failure of the student to 
observe the college rules, codes of behavior, 
policies, procedures and guidelines.  

 

9. Neither the college nor its employees will be liable 
for any damage, loss or theft of the student’s 
property of any description which is at the sole risk 
of the student. The college does not insure against 
the risk of damage, loss or theft of student property. 

 

10. I accept that during the time the student attends the 
college the student will live in the care and control 
of the student’s family or such other living 
arrangement described in the Application for 
Student Enrolment and any proposed changes must 
be promptly notified in writing to the college. 
 

11. I have fully and accurately disclosed any information 
required by the college in the enrolment process.  I 
will keep the college informed about any changes 
that may affect the student’s college life.  

https://drive.google.com/file/d/0BwW89IFdgZS-ekV6ckVHVXA5TUE/view?usp=sharing
https://drive.google.com/file/d/0BwW89IFdgZS-ekV6ckVHVXA5TUE/view?usp=sharing
https://drive.google.com/file/d/0BwW89IFdgZS-X1F3S1oyZXNlc28/view?usp=sharing
https://drive.google.com/file/d/0BwW89IFdgZS-X1F3S1oyZXNlc28/view?usp=sharing
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12. In the event of any medical or other emergency 

arising in which the college considers it impossible 
or impracticable to communicate with the parents 
or emergency contacts, I accept and give consent to  
the college taking all reasonable care of the student 
at my cost. I acknowledge and agree that the college 
will not be responsible for and I will pay the costs of 
any medical or dental or other consultation or 
treatment administered to the student. The college 
will not be responsible directly or indirectly for any 
act or omission (whether negligent or otherwise) of 
any medical or dental practitioner or other external 
treatment provider attending or treating the 
student. 

 

13. The consent in paragraph 12 above is valid at all 
times while the student is in the care and control of 
the college, including but not limited to, when the 
student is on campus, at college camps or attending 
or participating in a work experience program 
(including structured work placements, traineeships 
or apprenticeships) or sporting events, excursions, 
functions or other college-related activity. 

 

14. I acknowledge that college staff will not administer 
any drugs or other medication (including Panadol, 
Nurofen, etc) except as prescribed by a doctor and 
supplied in a container bearing a pharmacist’s label 
stating the student’s name, dosage and time/s for 
administration. The request for administration of 
the medication must be accompanied by a 
Medication Consent Form or letter from a parent. 

 

15. I consent to the student participating in all regular 
short duration (not overnight) events/activities. I 
understand that I will be given notice of any such 
activities in advance. If the student is unable to 
participate, I will contact the college. I accept that 
this consent lasts for the period the student is 
enrolled at the college and that, apart from being 
given advance notice of events/activities, no further 
consent need be sought by the college for the 
student’s participation in regular short duration (not 
overnight) events/activities (e.g. curricular, sporting 
and other extra-curricular activities, conducted with 
the approval of the Principal, including day trips, 
excursions and functions.) I understand that for 
extended activities/excursions specific consent will 
be sought from us. Examples of such activities 
include: 

• Activities lasting overnight and longer. 

• Activities involving long distance or expensive 
travel. 

• Activities which may have higher than average 
inherent risk e.g. camps. 

• Activities requiring payment in addition to 
normal college fees and charges. 

 

16.  I consent to the student travelling on college and/or 
public transport to participate in all regular short 
duration (not overnight) events/activities as 
outlined in paragraph 15 above. 
 

17. If the student has a parent who does not reside 
with the student, I consent and authorise the 
college to release any personal information about 
the student to that parent provided the student 
(having regard to the student’s circumstances, age 
and maturity) would reasonably expect that the 
student’s personal information would be released 
and disclosure of the student’s personal 
information to that parent is otherwise lawful.  
 

18.  I acknowledge my statutory duty to ensure that the 
student (if the student is of compulsory school age) 
complies with the college’s requirements about 
attending the college at particular times, premises 
and places. If the student is unable to attend the 
college as required during the education program, I 
will promptly notify the student’s absence and 
otherwise comply with the college’s attendance 
and absentee notification procedure. 

 
19.  It is essential that the student attend the college in 

accordance with the college’s requirements about 
attending at particular times, premises and places 
unless there is a reasonable excuse for non-
attendance. If the student fails to attend the college 
and no reasonable excuse is communicated to the 
college, the college may: 

         a)  make reasonable attempts to contact the 
parents, within a period of one month from the 
first date of absence of the student; and 

         b)  subject to paragraph 19 (a) terminate the 
student’s enrolment at the college and the 
Student Enrolment Agreement by written notice 
to the residential address and email address (if 
any) of the parent in the Student Enrolment 
Agreement. 

 
20.  The college does not have a responsibility to 

provide work for the student to do during a period 
of avoidable absence from the school. If the 
absence is a result of a choice by students/parents, 
the college may, in its absolute discretion, provide 
catch-up lessons or assessment. If the student is 
absent without good reason the student may forfeit 
credit for assessments missed during the student’s 
absence. 

 
21.  I agree that the student will use computing 

resources connected to the internet and that the 
student will comply with the college’s conditions of 
use of this resource. 
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APPENDIX 2 – FINANCIAL TERMS 
 

By signing the Student Enrolment Agreement, I accept 

the Enrolment Agreement Terms and the Financial 

Terms. Please note that unless otherwise agreed by the 

College in writing, the signatories to the Agreement 

remain primarily liable on a joint and several basis for 

payment of the fees, levies and charges regardless of 

billing instructions. 

 

This section records my financial obligations arising from 

the student’s enrolment and attendance at the college. 
 

Payment of Previous Debts to Schools in the Catholic 

Diocese of Townsville 

1. Prior to our acceptance of an offer of enrolment of 

the student at the college, I: 

(a) authorise the Principal to seek a clearance from 

any school previously attended by the student in the 

Catholic Diocese of Townsville to determine if school 

fees, levies, charges and other contributions have 

been paid in full; 

(b) if I have not paid, in full, school fees, levies, 

charges and building fund contributions to that 

previous school, I will: 

i. pay any outstanding school fees, levies, charges 

and building fund contributions to the previous 

school; or 

ii. enter into a repayment arrangement 

satisfactory to the Principal of the previous 

school and comply with the terms of that 

arrangement, 

as a condition of the student commencing and 

continuing enrolment at the college. 
 

Payment Terms 

2. As an essential term, and subject to paragraphs 5 and 

6 below, I will pay, as a debt due and owing to the 

college, college fees, levies, charges and building fund 

contributions invoiced by the college to me at the 

prevailing rates set by the college from time to time.  

3. Except where a direct debit facility acceptable to the 

college is in place, I will pay the college fees, levies, 

charges and building fund contributions within the 

timeframe specified on the college’s invoice.  

4. I acknowledge that my obligation to pay college fees, 

levies, charges and building fund contributions is: 

(a) without deduction, set-off or counterclaim; 

(b) effective from the date on which the student is 

first enrolled at the college to the date on which 

the student’s enrolment ceases for any reason;  

(c) does not constitute a series of annual or other 

periodic contracts. 

Inability to Pay and Remissions 

5. I am aware that the college may provide payment 

remissions for families experiencing genuine 

financial hardship.  

6. If I am unable to comply with my obligations in 

paragraph 2 or 3 above, I will: 

(a) notify the Principal of the College as soon as 

possible; and 

(b) if required, attend an interview with the 

Principal (or nominee) to determine any 

payment remission, temporary or other 

variation to these Financial Terms or other 

assistance. 
 

Refunds 

7. Should the student leave the college part-way 

through a term or is otherwise unable to attend 

college for any reason, any refund of college fees, 

levies, charges or building fund contributions will be 

in the absolute discretion of the college. 
 

Non-Compliance 

8.  I acknowledge that if I do not comply with these 

Financial Terms: 

 a)  college academic reports for the student may be 

withheld until I comply; and  

 b)  the college may terminate the Agreement and 

the enrolment of the student at the college after 

taking reasonable steps to consult with me.  
 

Debt Collection Costs 

9.  In the event that the college takes legal action 

(including court action) to recover college fees, 

levies, charges or building fund contributions, I will 

pay on a full indemnity basis, costs or fees charged 

to the college for such recovery by any collection 

agency or legal practitioner. 
 

Law of the Contract 

10.  I acknowledge that the law of Queensland applies 

to the Agreement (including the Financial Terms).  I 

submit to the non-exclusive jurisdiction of courts at 

Townsville, Queensland and waive any right I may 

have to object to that jurisdiction or forum because 

it is inconvenient or otherwise.  

 

Joint and Several Liability and Account Holders 

11.  I acknowledge that parents who sign the Agreement 

are jointly and severally liable for complying with 

these Financial Terms. 
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Termination of Agreement 
12.  I agree that any person whose details are listed in 

Section 2 of the Agreement may terminate the 
Agreement by giving the college at least 7 days 
written notice of termination.  

 
13.  The Agreement shall be terminated on the date 

the notice of termination is effective or if no date 
is given, within 7 days of receipt of the notice of 
termination pursuant to paragraph 12.  

 

14.  I acknowledge that if the Agreement is 
terminated pursuant to paragraph 12, the college 
may, in its absolute discretion, terminate the 
enrolment of the student if a new Student 
Enrolment Agreement is not entered into within 7 
days of the termination of the Agreement.    

 
15.  I agree that a material breach of a fundamental 

term of the Agreement may result in termination 

of the Agreement by the college and resulting 

termination of enrolment. 

APPENDIX 3 - STANDARD COLLECTION NOTICE FOR THE TOWNSVILLE 
CATHOLIC EDUCATION OFFICE AND SYSTEMIC SCHOOLS IN THE CATHOLIC 
DIOCESE OF TOWNSVILLE
  
Townsville Catholic Education (TCE) schools and the 
Townsville Catholic Education Office (TCEO) collect 
personal information, including sensitive information, 
about students and parents or guardians before and 
during the course of a student's enrolment.  This may 
be in writing, through technology systems or in the 
course of conversations.  
 
The primary purpose of collecting this information is to 
enable TCEO/schools to provide schooling to students 
enrolled at TCE schools, exercise their duty of care, and 
perform necessary associated administrative activities, 
which will enable students to take part in all the 
activities of the school. Some of the information 
collected is to satisfy legal obligations.  
 
Laws governing or relating to the operation of schools 
and TCEO require certain information to be collected 
and disclosed.  These include relevant Education Acts, 
Public Health and Child Protection laws. Health 
information about students is sensitive information 
within the terms of the Australian Privacy Principles 
(APPs) under the Privacy Act 1988.  TCE schools may 
ask you to provide medical reports about students 
from time to time. Personal information collected from 
students is regularly disclosed to their parents or 
guardians. 
 
A student's enrolment may be delayed or prevented if 
a school cannot collect certain personal information. 
This is particularly so where the information is relevant 
to the health and safety of the student, other students 
and/or staff. 
 
TCEO and schools may disclose personal and sensitive 
information for educational, administrative and 
support purposes. This may include to:  

• other schools and teachers at those schools, 
including a new school to facilitate the transfer of 
the student 

• government departments 

• TCEO, the Queensland Catholic Education 
Commission and National Catholic Education 
Commission, the Townsville Diocese and the local 
parish, other related church agencies/entities (e.g. 
Mary MacKillop Childcare NQ) and schools within 
other dioceses. 

• medical practitioners 

• people providing educational, support and health 
services to schools, including specialist visiting 
teachers, coaches, volunteers, counsellors and 
providers of learning and assessment tools 

• providers of specialist advisory services and 
assistance to schools, including in the area of 
Human Resources, child protection and students 
with additional needs 

• assessment and educational authorities, including 
the Australian Curriculum Assessment and 
Reporting Authority (ACARA), and NAPLAN Testing 
Administration Authorities (who will disclose it to 
the entity that manages the online platform for 
NAPLAN) 

• agencies and organisations to whom we are 
required to disclose personal information for 
education and research purposes  

• people and organisations providing administrative, 
technology and financial services to the 
organization 

• a law practice, debt recovery agency and/or 
location inquiry agent engaged by or on behalf of 
the school or to a court or tribunal, for the 
purpose of the school collecting or enforcing any 
rights of recovery of overdue payments owed: 
(a) under the Financial Terms of the Enrolment 
Agreement; or 
(b) otherwise in respect of the student’s 
enrolment at the school. 

• recipients of publications, such as newsletters and 
magazines 

• students' parents/carers or guardians 
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• anyone you authorise the organisation to disclose 
information to  

• anyone to whom we are required or authorised to 
disclose the information by law, including child 
protection laws.  

 
If an enrolment application is made to two (or more) 
schools in the same diocese, the personal information 
provided during the application stage may be shared 
between the schools, and may include health 
information and is used for the purpose of considering 
and administering the enrolment of the student.  
 
TCEO and schools use online or 'cloud' service 
providers to store personal information and to provide 
services to schools that involve the use of personal 
information. This information may be stored in the 
‘cloud’ which may be situated outside Australia.  
Further details are contained in the Diocesan Education 
Council (DEC) Privacy Policy, accessible on the TCEO 
and schools’ websites. 
 
The DEC Privacy Policy sets out how parents or 
students may seek access to and correction of their 
personal information which TCEO/schools have 
collected and hold.  However, access may be refused in 
certain circumstances such as where access would have 
an unreasonable impact on the privacy of others, 
where access may result in a breach of the 
TCEO/school duty of care to the student, or where 
students have provided information in confidence.  Any 
refusal will be notified in writing with reasons if 
appropriate. 
 
The DEC Privacy Policy also sets out how parents and 
students can make a complaint about a breach of the 
APPs and how the complaint will be handled. 

 
TCE schools may engage in fundraising activities.  
Information received from you may be used to make 
an appeal to you.  It may also be disclosed to 
organisations that assist in a school's fundraising 
activities solely for that purpose. TCEO and schools will 
not disclose your personal information to third parties 
for their own marketing purposes without your 
consent.  
 
On occasion, information such as academic and 
sporting achievements, student activities and similar 
news is published in TCEO and school newsletters and 
magazines, intranet, social media pages, websites or 
otherwise shared with the Townsville Catholic 
Education/school community.  This may include 
photographs and videos of student activities such as 
sporting events, concerts, masses, assemblies, school 
camps and school excursions.  The school will obtain 
permissions from the student's parent or guardian (and 
from the student if appropriate) if the school would 
like to include such photographs, videos or other 
identifying material in promotional material or 
otherwise make this material available to the public 
such as on the internet. 
 
A school may include students' and students' parents' 
contact details in a class list and school directory.  If 
you provide TCEO/schools with the personal 
information of others, we encourage you to inform 
them that you are disclosing that information to the 
school and why. 
 
More information 
Contact us if you would like to know more about 
information privacy. 
 

 

 

 

 
  

 

(Updated 01/23) 
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