Vietnamese

PHU LUC E THU TUC CHUYEN CHI TIET HQC SINH NOI TIEU BANG
Gi®i thiéu

Céc trworng phai dung Tha tuc va Pon Chuyén Chi tiét Hoc sinh Néi Tiéu bang
(Intrastate Student Information Transfer Form (viét tat Ia ISITF) and Protocols) dé&
chuyén chi tiét ctia hoc sinh tir mét trwong tw khac trong tiéu bang va dang lam tha
tuc nhap hoc trwdng nay (xem phan “Théa thuan” duéi day). i véi hoc sinh chuyén
dén tir tiéu bang khac, phai dung Tha tuc va Pon Chuyén Chi tiét Hoc sinh Lién Tiéu
bang (Interstate Student Data Transfer Note (viét t4t 1a ISDTN) and Protocols) (hay
xem trang mang http://www.mceetya.edu.au/mceetya/).

Muc dich

Muc dich cua ISITF la dé diéu hop ding luc viéc chuyén chi tiét gitra hai treong vé
cac hoc sinh dang chuyén ti trwdng tw sang trwdng céng lap trong tiéu bang.

ISITF dwoc thiét ké nham gop phan vao viéc tao diéu kién thuan lgi cho hoc sinh
dang co thich nghi véi mdi treong méi, bang cach giup trwong maéi tiép can kip thoi
chi tiet vé kinh nghiém ma hoc sinh da trai qua noi trwong ci.

Nén dung ISITF v&i hé thdng lwu gilr chi tiét hién hanh cia nha trwong. bay khong
phai la tha tuc thay the cho mét phwong cach thdm dinh cén ké hon, can thiét dé bao
dam rdng moi nhu cau cla cac hoc sinh méi sé duwoc dap ing.

Phwong cach

Day la trach nhiém cla trwong, moét khi ma hoc sinh ghi danh xin hoc hay da dwoc
nhan dé& nhap hoc, dé khéi dong yéu cau chuyén chi tiét ctia hoc sinh tir trudng tw
trwdc day ctia em. Truong tw trwde day cla hoc sinh sé dwoc yéu ciu cung cép chi
tiét cho trwérng méi trong vong ndm ngay lam viéc.

Dé khé&i dong yéu cau chuyén chi tiét, hiéu trwdng (hay ngudi dwoc Gy quyén) khi lap
thd tuc nhap hoc cho hoc sinh ma trwdc day da hoc & mot truong tw, phai yéu cau
cha/me/nguwdi o trach nhiém, va hoc sinh néu can, cung cp tén cua trwéng ma hoc
sinh da hoc trwéc day (xem phan “Théa thuan” dwéi day).

Hiéu trwdng phai yéu cau cha/me/ngudi cé trach nhiém va/hodc hoc sinh théa thuan
(xem phan “Théa thuan” dwéi day) cho trwong tw trwdc day chuyén chi tiét cho trwong
coéng 1ap mai. Néu dwoc sy thdéa thuan trong trudng hop nay, phai géi kém gidy thda
thuan da dwoc ky tén cung véi ISITF cho truwong tredc day. Trwdng truwdc day cé thé
cung cap thém chi tiét qua cac hinh thirc nhw twéng trinh bang I1&i néi hay viét hodc
cac van ban lwu trir khac nhw hd so ctia hoc sinh, bao cao hoc tap hodc cac coéng
trinh hoc tap.

Khi Iap thd tuc nhap hoc cho hoc sinh, cho du ¢6 dwgc thda thuan dé chuyén chi tiét
ctia hoc sinh hay khong, hiéu tredng phai hoan tat ho so chuyén trwong va géi cho
trwdng tw hay céng truwdc day dé cho trwong nay biét viéc nhap hoc cua hoc sinh.

Khi nhan dwoc ISITF, hiéu tredng (hay nguo’l dwoc Gy quyén) cla treong moi co thé
tim 14y thém chi tiét tr nhan vién dé lién lac cua truong truéc day, néu hiéu trdng
thay thich dang theo nhw kinh nghiém nghé nghiép ban than, nham gitp cho viéc
cung cap chd hoc cho hoc sinh.

Cac s viéc tiép dién sau d6 co thé 1a qua thw tir, phwong tién dién tir hoac dién thoai
tuy theo phwong tién nao thiét thuwre nhat cho hoan canh.
© Department of Education, Western Australia, 2010 E

Licensed for NEALS
Enrolment



Vietnamese

Néu hoc sinh trivd'c day hoc & mét treong cong 1ap khac, nén thu xép dé chuyén chi
tiet lién hé tr ho so cla hoc sinh nay.

Ca trwong trwdc day 1an truong méi phai gitk hd so vé chi tiét trao dbi vi day 1a mot
phan cula tién trinh ISITF.

Muc dich cutia ISITF, 1a dé cung cap cac ‘cd hiéu can lwu tAm’ cho trwdng mai vé chi
tiét hoc van quan trong cta hoc sinh. Do d6, méac dau cé phan doan chuyén nghiép
cla hiéu trwdng, trwdng ciling nén tiép tuc theo d&i van dé ‘can lwu tam’ véi trwong
trwée day.

Sé lwong, ban chéat va hinh thirc ctia chi tiét dwoc chuyén tir trwong trwdc day dén
trwdng maéi sé tuy thudc vao cac chi tiét lién hé cé sén va phan doan chuyén nghiép
cla ca hai hiéu trwdng (hay ngudi dwoc Gy quyén) vé nhivng gi can thiét dé lam dé
dang cho hoc sinh nay thich nghi v&i tredng méi. Khi suy xét xem chi tiét nao cé thé
chuyén di, sy an toan cla hoc sinh va nhan vién 1a diéu t6i quan trong can lwu y dén.

Viéc trao dbi chi tiét phai dwoc thwe hién theo cac Iuat 1€, chl trwong va phwong cach
lién hé cta chanh quyeén tiéu bang va Lién bang.

M6t khi d& nhan dworc chi tiét to treong trwde day, hiéu trwdng cla ter’ng m&i phai
cho cha/me/ngudi co trach nhiém va, néu can, cho ca hoc sinh co hdi dé thao luan vé
céc chi tiét néu co 1&i yéu cau.

Trong mét sb trwérng hop, hiéu trwdng cla trwdng méi co thé quyét dinh rdng hoc
sinh dén trwérng méi cé mang day da chi tiét d& hoan tat tha tuc nhap hoc. Trong cac
trwdng hop nay, trudng méi van phai hoan tat hd so chuyén trwérng dé théng bao cho
trwdng trwdc day vé viéc nhap hoc trwéng méi clia hoc sinh.

Thoéa thuan

Céc trwdng cong lap can co gidy théa thuan clia cha me va/hodc hoc sinh dé co thé
nhan chi tiét cla hoc sinh tir tred'ng tw ma hoc sinh theo hoc trwdc day. Trwdng cong
lap khéng can gidy thda thuan clia cha/me/nguwdi cé trach nhiém dé dwoc chuyén chi
tiét clia hoc sinh tlr mét trwérng codng lap khac.

Trong trwdng hop cé yéu cau chuyén chi tiét ciia hoc sinh dén cho mét trudng tw,
trwdng cong lap nay ciing can phai nhan dwoc mét gidy thda thuan ctia cha/me/ngudi
c6 trach nhiém va/hodc hoc sinh do trwdng tw géi dén, truwdc khi cé thé g&i bat ky chi
tiét nao cia hoc sinh cho trwdng mai.

Trudc khi treong méi yéu cau chuyén chi tiét tlr trwong tw tredc day, cha/me/nguoi
c6 trach nhiém va hoc sinh, néu can, phai ky tén vao giay théa thuan cua ISITF.

Trwdce khi treong cong lap chuyén chi tiét cho mét trudng tw méi, trwdng cong 1ap
nay phai thay giay thda thuan da dwoc cha/me/ngwoi cé trach nhiém va/hoac hoc sinh
ky tén.

Hiéu trwdng (hay nguoi dwoc Gy quyén) phai cung cap mot ban sao cla gidy thda
thuén da dwoc ky tén cho trwdng trdc day qua thw tie,, may fax hoac phwong tién
dién t& (chup lai).

Trgng céc‘ trué’pg hop cho hoc sinh bac tiéu hoc va hoc sinh bac trung hoc dwéi 16
tudi, chi can giay théa thuan clda cha/me/nguwoi cé trach nhiém.
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Trong cac treong hep cho hoc sinh bac trung hoc tudi tr 16 trd 1&n, nén 1y gidy thoa
thuan clia ca ngudi coé trach nhiém va hoc sinh. C6é mau giay théa thuan riéng biét
cho hoc sinh.

Néu cha/me/ngudi cé trach nhiém (hodc néu can, hoc sinh trong vai trd ‘ngudi co
trach nhiém’) khéng déng y ky gidy thda thuan, diéu ma hiéu trwéng (hay ngudi duoc
gy quyén) nén lam 1a mo&i cha/me/nguwdi cé trach nhiém va hoc sinh cung cap bat ky
chi tiét ndo ma ho c6 thé cung cap vé kinh nghiém va tham gia hoc dwdng truéc day.

Chuyén Chi tiét ma khéng cé Gidy Théa thuan

Trong mét sé trwdng hop nao dé, hiéu trwdng cda tredng ma hoc sinh dang roi bé co
thé c6 cac quan ngai hop ly rang can phai chuyén mot sé chi tiét dé ngan ngira nguy
co nghiém trong cho hoc sinh va/hoac cho strc khée va an toan cong céng. Trong
cac trwong hop nay hiéu trwdng nén lién lac v&i Nhan vién Bao mat viéc riéng tw
(Privacy Officer) trong pham vi quyen han ctia ho dé dwoc cb van vé viéc chuyén chi
tiét ma khong co giay thoa thuén cua cha/me/ngudi o trach nhiém hodc hoc sinh.
Nhu trong tat ca cac truéng hop khac, diéu quan trong |a bat ky viéc chuyén chi tiét
nao déu phai hoan tat trong vong nam ngay lam viéc khi sau khi nhan dwoc yéu ciu
cua trwdng méi cua hoc sinh.

Trach nhiém

Tredng moi

Trwdng tredc day

Trwong méi cé trach nhiém bao dam
viéc gilr gin an toan céc chi tiét nhan
dwoc va ngan nglra viéc tiét 16 chi tiét
trai phép.

Khi da nhan dwoc ISITF véi day du chi
tiét, hiéu trwdng (hay ngudi dwoc Gy
quyén) cta trwérng mai phai 1ap tire yéu
cau cung cap thém céc chi tiét nao ma
ho thay can.

Hiéu trwdng (hay ngudi dwoc Uy
quyén) clia trwérng méi phai théng bao
cho trwéng trwdc day biét vé viéc nhap
hoc clia hoc sinh.

Trwong trwde day co trach nhiém bao
dam s chinh xac, cap nhat va thich hop
clia chi tiét dwoc chuyén di.

Trwdng trwedc day co trach nhiém dap
(rng trong vong nam ngay lam viéc, cac
yéu cau cua tredng méi dé chuyén chi
tiét khi cé gidy thda thuan cla
cha/me/ngw&i cé trach nhiém (va hoc
sinh néu thich hop).

Cha me c6 thé yéu ciu dwoc xem tat ca chi tiét ciia hoc sinh, da nhan dworc tir

trwdng tredc day.

Hiéu trwdng cé trach nhiém vé viéc nhap hoc cla hoc sinh va duy tri tinh chinh xac

va hiru hiéu cta di lieu vé hoc sinh.

Ca hai trwdng déng gitr lai ban sao cua gidy théa thuan ISITF da dwoc ky tén.

Ngoai cac tha tuc néu trén, nha trwong con phai tuan thu cac diéu kién khac,
bao gém nhwng khéng chi han ché: luat 1é va chinh sach lién quan dén viéc
quan ly hé so Iwu triv, bao mat viéc riéng tw va cac chinh sach bao vé tré em
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Trwdng mé&i nén dung Chi tiét Tiép nhan dwoc nhw thé nao

bay la trach nhiém cda treong moi dé bao dam rang chi tiét tiép nhan dwoc vé kinh
nhiém trai qua, tham gia hoc tap va nhu cau ho trg cﬂaNth sinh & trwdng trwdc day,
dwoc dung trong cac tién trinh ho tro viéc cung cap ché hoc va cham nom day do cua
giao vién.

Trong khi cac chi tiét can dwoc bao vé tranh bij tiét 16 trai phep, diéu quan trong la hiéu
trwdng (hay nguoi dwoc Gy quyén) cla trwdng méi phai sén sang cung cap chi tlet
nhanh chéng cho gido vién va cac nhan vién chuyén nghiép khac & trwong khi can
thiét, dé 1am dé dang cac nd luc so khéi clia hoc sinh méi dé thich nghi véi hoan
canh.
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E.1 DON XIN CHUYEN CHI TIET HOC SINH NOI TIEQ BANG (INTRASTATE
STUDENT INFORMATION TRANSFER FORM (viet tat la ISITF))
Hay Danh dau: Hoc sinh Iap tha tuc Nhap hoc O Hoc sinh Xin Ghi danh hoc [

Ban sao cla gidy thda thuan da ky tén dwoc géi qua: Dién thw [ Fax [0 Phwong tién dién tor [

PHAN 1 DO TRUONG CONG LAP MO BIEN CHI TIET (Lap tha tuc nhap hoc hoac xin ghi
danh hoc)

1. Chi tiét ciia Hoc sinh

a) Tén cla Hoc sinh:

b) Tén trwdc day HAY tén khac (néu co)

c) Tén thich dwoc goi:

d) Ngay sanh e e /

e) Quéc tich Uc co [ Khong [ Néu khong, loai Chiéu khan néu biét

2. Chi tiét caa Trwong Cong lap M&i

a) Tén cua trwdng maoi

b) Chi tiét lién lac: Dia chi

Ving Tiéu bang Sé vung

Tén dé lién lac:

S6 bién thoai/may Fax

Vai tro/chirc vu

c) Dia chi dién thw

3. Chi tiét cua Viéc hoc Trwéc day

a) Tén cla trwong trwdc day

b) Dia chi

Ving Tiéu bang S6 ving

PHAN 2 DO TRUONG TU TRUO'C PAY DIEN CHI TIET (trong vong 5 ngay lam viéc)

a) Tén cda Hiéu trudng/Nguoi Gy quyén

b) Sé bién thoai/may Fax

c) Dia chi dién thw
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d) Nguwoi lién lac dé 14y thém

Vietnamese

chi tiét cGa hoc sinh nay

e) Sb dién thoai

f) Dién thuw

Hoc sinh

a) Ngay nhép hoc

b) Ngay roi tredng

¢) Hang/Trinh d6 vao ngay roi tredng

d) Ba trworng da hoc truwdre day (néu biét

e) Ly do r&i cac trwdng tredc day
(néu biét)

2. Tham dw I&p hoc

Quan ngai vé viéc dv 16p hoc O cs O knong
3. Nhu ciu Cham séc Strc khée
Nhu cdu Cham séc Strc khoe O cs O knong

4. Lanh vuwc Thich tham gia /Cé tai nang

Cho biét cac lanh vuc thich tham gia/

cé tai nang (md ta ngan gon)

5. Nhu cau H6é tr (xin danh dau)

a) Ké hoach c6 tw liéu dan chiing vé batky viecgi [ Co
b) Gidy Uy quy&n Cham séc Strc khde? O co
c) Cé gir hd so Hwéng dan Nghé nghiép O co
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O Khong [ Khong thé chuyén/
cung cap chi tiét nay

O Khong [ Khong thé chuyén/
cung cép chi tiét nay

O Khong [ Khong thé chuyén/
cung cap chi tiét nay
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d) C6 git» hd so ctia Tw van vién/Bac sitam than* [0 c6 [ Khong [ Khong thé chuyén/
cung cap chi tiét nay

e) Cac hé tro vé hoc tap khac O coe [OkKheng O Khéng thé chuyén/
cung céap chi tiét nay

(ghi rd vi du nhw ESL...)

f) Chwong trinh hoc Cép téc [0 co [lKnhong [ Khong thé chuyén/
cung cap chi tiét nay

g) Chwong trinh Hiéu chinh L0 co DO Knhong [ Khong thé chuyén/
cung cap chi tiét nay

g) Vai trd Nguwoi cham séc Tré tudi® O ce [OkKhong [ Khong thé chuyén/

cung cap chi tiét nay

6. Tién trién trong cac lanh vwe hoc tap cu thé (trong 12 thang vira qua)

a) Doc Viét/Anh ng [ bwéichudnds [ & chudnas [ Trén Chuén do
b) Sé hoc/Toan hoc O pwoeichudnags [ & chudndos [ Tren Chuén do
c) Cac lanh v hoc tap khac (néurd) [ DuwsiChudnds [ & chuadnas [ Tren Chuén a6

O pwsichudnags [ & chudnds O Tren Chuan do
O pwsichudnas [ & chudnds [ Tren Chuén do
O pwsichudnas [ & chudnds [ Trén Chuén do
O buwoichudngs [ & chudnds [ Tren Chuén do
O pwsichudnas [ & chudndo [ Tren Chuén do
O pwsichudnas [ & chudndo [ Tren Chuén do

C6 Hoc ba sau cuing O co O kneng

7. Cham séc day dé cua gido vién va quan ly cach hanh xor

a) Trwdng phat vang mét (trong/ngoai truéerng) O co O kneng
trong 12 thang vira qua*

b) K& hoach quan Iy cach hanh xr ca nhan O co O kneng

* Day la d& cap dén cac hinh phat nhw cAm hoc tam thei, loai trir, dudi hoc, co lap hay rat ra khoi.

k& hoach c6 tw liéu dan chirng 1a mot tir tdng quat d& goi mét loat cac van kién md ta cac cung (ng vé& gido duc cho
ca nhan ctia hoc sinh hay mét nhém hoc sinh. Hay xem Hudéng dédn Thuc hién Ké hoach c¢o6 Tw liéu dan ching &
Truwong Céng 1ap. Mot ké hoach ¢ tw liéu dan chirng cling c6 thé duwoc goi la Ké hoach Gido duc Ca nhan hay Nhém,
Ké& hoach Quan ly Cach hanh xt& Ca nhan, K& hoach Tham dw I&p C4 nhan, K& hoach Quan ly Nguy co hodc Ké hoach
Kha néng Hoa nhap Xa hoi. Gidy Uy quyén Cham séc Strc khde Khong dwoc xem nhw ké hoach ¢6 tw liéu dan chirng.

2Chl.vcmg trinh hiéu chinh 1a mét chwong trinh ma hoc sinh tham gia chuong trinh gido duc riéng biét (thay thé), khac
hon chwong trinh gido duc binh thwérng ma nha trwdng cung cip. Day co thé [a mét phan clia chwong trinh gido duc &
trwdng hodc cé thé duoc thuwe hién noi khac hodc 1a mét chwong trinh toan théi.

3 Ngudi cham séc tré tudi 1a thanh thidu nién c6 bdn phan cham séc va hé tro than nhan hay ban bé cé khuyét tat, gia
yéu, hodc c6 bénh tam than hay thé xac man tinh.
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E.2 DON THOA THUAN CUA CHA/ME/NGU'O1 CO TRACH NHIEM - THOA
THUAN CHUYEN CHI TIET CUA HOC SINH TU’ TRUONG TRUO'C DAY

Toi cho [  Knhéng cho [

phép viéc chuyén chi tiét ctia con cua tdi (tén:)

Ngay Sanh* [/

Ngay Sanh* [/
Ngay Sanh * [

t trwong trwée day

(tén va dia chi)

dén trwdng méi

T6i hiéu rang: ) . ‘ ]
= Hiéu trvong (hay nguoi duoc Uy quyen) cla trieong moi co thé yéu cau va/hoac tiep nhan
chi tiét twr trwong trwdc day cla con toi, qua hinh thirc 161 néi va/hoac viét.
=  Pay cé thé gdbm moi chi tiét ghi trén Pon Chuyén Chi tiét ciia Hoc sinh.

= Truwong mai clia con t6i o thé can biét thém chi tiét. Cac chi tiét méi nay chi lién quan
dén cac phan danh dau can quan tdm dén trén Bon Chuyén Chi tiét cia Hoc sinh ma thoi.
= Hiéu trwdng (hay nguoi dugce ty quyén) cta trwéng mai co thé lién lac véi hiéu truéng
(hay nguoi dwoc Gy quyen) cua trwong trwdc day cua con t6i, qua hinh thire 161 noi
va/hoac viét.
= T6i cé thé yéu cau dwoc xem cac chi tiét tiép nhan t trwéng trwéc day cla con toi.
Téi hiéu rang trwéng méi ctia con t6i s& van dung moi nd lwc hop ly d& bao vé cac chi tiét ca

nhan cla con t6i dé tranh bj st dung sai trai va that thoat, va tranh bi xem, stra ddi hay tiét 16 trai
phép.

Chir ky cua cha me/ ngwoi co trach nhiém Ngay

‘Trwéng méi” dwoce dinh nghia nhw tredng ma hoc sinh dang Iép th tuc nhap hoc HOAC trwong rpé hoc sinh dang xin
vao hoc. Tién trinh théa thuan nén dugc khéi dong vao thoi diém nhan dwoc don xin nhap hoc dé cé thé tiép nhan chi
tiét trwae khi tha tuc nhap hoc hoan tat.

* Néu hoc sinh & Iva tudi tir 16 tré [&n, cling nén cé gidy thda thuan ctia hoc sinh.
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E.3 DON THOA THUAN CUA HOC SINH - THOA THUAN CHUYEN CHI TIET
CUA HOC SINH TU TRUONG TRUO'C DAY (CHO HOC SINH TRONG LUA
TUOI TU 16 TRO' LEN)

Toi Ngay sanh 1

cho O / khong cho O phép chuyén chi tiét cla t6i tir trweyng ma trwdc day tdi theo hoc
(tén va dia chi)

dén trudng méi cla toi (tén va dia chi)

T6i hiéu rang: ) , ‘ ,

= Hiéu tredng (hay ngwoi dugce Uy quyen) cla triedng moi co thé yéu cau va/hoac tiep nhan
chi tiét tir trwong trwde day cla téi, qua hinh thire |01 néi va/hoac viét.

=  Pay cé thé gdm moi chi tiét ghi trén Pon Chuyén Chi tiét ciia Hoc sinh.

=  Trwdng méi cla toi co thé can biét thém chi tiét.

= Hiéu trwdng (hay ngwdi duoc Gy quyén) clia treong mai cb thé lién lac vai hiéu trudng
(hay nguoi dwoc Uy quyen) cla tredng trede day cua toi, qua hinh thire 161 ndi va/hodc
viét.

= T6i co thé yéu cau dwoc xem cac chi tiét tiép nhan to trwong trudc day cla toi.

Toi hiéu rang trwdng mai cua toi sé van dung moi nd lwc hop Iy dé bao vé cac chi tiét ca nhan
clia t6i dé tranh bj str dung sai trai va that thoat, va tranh bi xem, stra doi hay tiét 16 trai phép.

Chir ky cua hoc sinh Ngay
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APPENDIX E INTRASTATE STUDENT INFORMATION TRANSFER PROTOCOLS

Introduction

Schools are required to use the Intrastate Student Information Transfer Form (ISITF)
and Protocols to transfer information regarding a student who is enrolling in the school
from another private school within the state (see “Consent” below). For students
transferring from interstate the Interstate Student Data Transfer Note (ISDTN) and
Protocols must be used (see http://www.mceetya.edu.au/mceetya/).

Purpose

The purpose of the ISITF is to facilitate the timely transmission between schools of
information about students who move within the state from private to public schools.

The ISITF is designed to contribute to the student’s positive adjustment to the new
environment by enabling the new school to access timely information about a
student’s prior school experience.

The ISITF should be used in conjunction with existing school information systems. It
is not a substitute for a more comprehensive assessment procedure necessary to
ensure that all of the new student’s needs are met.

Procedures

It is the responsibility of the school, at which the student is seeking or has been
accepted for enrolment, to initiate the request for information from the student’s
previous private school. The previous private school is encouraged to provide
information to the new school within five working days.

To initiate the request for information, the principal (or his/her delegate) must, at the
time of enrolment of a new student from a previous private school ask the
parent/responsible person, and where applicable the student, to provide the name of
the student’s previous school (see “Consent” below).

The principal must seek the parent/responsible person and/or student consent (see
“Consent” below) for that previous private school to transfer information to the new
public school. If consent is given in this case, a signed copy of the consent form must
be sent to the previous school with the ISITF. Further information from the previous
school may take the form of a verbal report or written records such as student files,
reports or folios.

The principal must on enrolment of the student regardless of whether or not consent is
given to transfer student information, complete a transfer record and send it to the
previous private or public school informing the school of the student’s enrolment.

Upon receiving the ISITF, the principal (or delegate) of the new school may decide to
seek further information from the contact person nominated by the previous school,
where this is appropriate in the professional judgment of the principal, to assist with
the placement of the student.

Follow up action can be by mail, electronically or telephone depending on what is
most expedient in the circumstances.
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If the student was from a public school previously, then the transfer of the relevant
information from the student file should be arranged.

The previous and new schools must both keep a record of information exchanged as
part of the ISITF process.

The aim of the ISITF, is to provide ‘flags’ for the new school regarding educationally
significant information about the student. Therefore, notwithstanding the professional
judgment of the principal, schools are strongly encouraged to follow up ‘flagged’
information with the previous schools.

The quantity, nature and form of the information transferred by the previous school to
the new school will be determined by the availability of the relevant information and
the professional judgment of both principals (or delegates) as to what is necessary to
facilitate the student’s adjustment in the new school. When considering what
information should be sent, the safety of students and staff is paramount.

The information exchanged must be managed in accordance with relevant state and
Commonwealth legislation, policy and procedures.

Once information has been obtained from the previous school, the principal of the new
school must give the parent/responsible person and, where appropriate, the student
the opportunity to discuss the information when requested.

On some occasions the principal of the new school may decide that the student has
arrived at the new school with sufficient information for the enrolment process to be
completed. In these cases, the new school must still complete a transfer record to
advise the previous school of the student’s new enrolment.

Consent

Public schools are required to gain parent and/or student consent to receive student
information data from the student’s previous private school. Public schools are not
required to seek consent from the parent/responsible person to transfer information
from a previous public school.

Where a request for student information data is received from a private school, a copy
of written consent of the parent/responsible person and/or student is also required
from that private school by the public school before any student information is
transferred to the new school.

Before the new school requests information from the previous private school, the
parent/responsible person and the student, where appropriate, must sign the form
consent form of the ISITF.

Before a public school transfers information to a new private school the public school
must sight the signed consent of the parent/responsible person and/or the student.

The principal (or delegate) must provide the copy of the signed consent to the
previous school either by mail, fax or electronically (scanned).

In the case of primary school children and secondary school students less than 16
years of age, the consent of the parent/responsible person is sufficient.
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In the case of secondary school students 16 year of age or older, the consent of both
the responsible person and the student should be obtained. There is a separate form
for student consent.

If the parent/responsible person (or, where required, the student as the ‘responsible
person’) does not provide signed consent, it is good practice for the principal (or
delegate) to invite the parent/responsible person and student to provide whatever
information they can about the student’s prior schooling experience and interests.

Transfer of Information without Consent

In certain situations the principal of the school that the student is leaving may have
reasonable concerns that transfer of some information is needed to prevent a serious
risk to the student and/or public health and safety. In these cases the principal should
contact the Privacy Officer in their jurisdiction for advice about the transfer of
information without parent/responsible person or student consent. As in all other
cases, it is important that any transfer of information is completed within five working
days following a request from the student’s new school.

Accountabilities

New School Previous School
The new school is responsible for The previous school is responsible for
ensuring the safe-keeping of the ensuring the accuracy, currency and
information obtained and preventing appropriateness of the information
unauthorized disclosures. transferred.
Upon receipt of the completed ISITF, The previous school is responsible for
the principal (or delegate) of the new responding within five working days to
school promptly requests any additional | requests for information from the new
information that he/she deems school where parent/responsible person
necessary. (and student where appropriate) has

given consent.

The principal (or delegate) of the new
school must inform the previous school
of the student’s enrolment.

Parents can request to see all information received from a student’s previous
school.

Principals are accountable for the enrolment of students and maintaining accurate
and effective environment data about students.

Both schools retain a copy of the signed ISITF consent.

In addition to these protocols, schools must ensure compliance with other
requirements, including but not limited to: legislation and policies concerning
record management, privacy and child protection policies
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How the New School should use the Information Obtained

It is the responsibility of the new school to ensure that the information obtained about
the student’s previous schooling experience, interests and support needs is used to
support placement and pastoral care processes.

Whilst the information needs to be safeguarded from unauthorized disclosure, it is
important that the principal (or delegate) of the new school makes the information
promptly available to teachers and other professional staff at the school as is
necessary to facilitate the early adjustment of the new student.
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E.1 INTRASTATE STUDENT INFORMATION TRANSFER FORM (ISITF)
Please Indicate: Student Enrolling O student Applying for enrolment O

Copy of signed consent form sent via: Email O rFax O Electronic O

SECTION 1 TO BE COMPLETED BY NEW PUBLIC SCHOOL (On enrolment or application
for enrolment)

1. Student Information

a) Student Name:

b) Previous OR other names (if applicable)

c) Preferred first name:

d) Date Of b".th .,./ ....................... /

e) Australian citizen Yes O No O Ifno, Visa category if known

2. New Public School Information

a) Name of new school

b) Contact details: Address

Suburb State Postcode

Contact Name:

Phone/Fax numbers

Role/position

c) Email address

3. Previous Schooling Information

a) Name of previous school

b) Address
Suburb State Postcode

SECTION 2 TO BE COMPLETED BY PREVIOUS PRIVATE SCHOOL (within 5 working days)

a) Name of Principal/Delegate

b) Phone/fax numbers

c) Email address

d) Person to contact for further

information on this student
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e) Phone number

f) Email

Student

a) Enrolment date

b) Departure date

c) Grade/Level at departure date

d) Previous three schools (if known)

€) Reason for leaving previous schools
(if known)

2. Attendance

Attendance concerns |:| Yes |:| No

3. Health Care Needs

Health Care Needs |:| Yes D No

4. Area of Interest/Talent

Indicate areas of interest/talent

(brief description)

5. Support Needs (please tick)

a) Documented plan’ of any kind O Yes [ No [ Cannot transfer/provide this
information

b) Health Care Authorisation? O Yes [ No [ Cannot transfer/provide this
information

c) Career Guidance file held O Yes [ No [ Cannot transfer/provide

this information
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d) School counsellor/psychologist file held* O Yes [ No [ Cannot transfer/provide

this information
e) Other learning support O Yes [ No [ Cannot transfer/provide this

information

(specify e.g. ESL...)

f) Accelerated program O Yes [ No [ Cannot transfer/provide this
information

g) Adjusted program O Yes [ No [ Cannot transfer/provide
this information

g) Young Carers Role® O Yes [ No [ Cannot transfer/provide this
information

6. Progress in specific learning areas (over the last 12 months)

a) Literacy/English [ Below Level O At Level O Above Level
b) Numeracy/Maths [ Below Level O At Level [0 Above Level
c) Other learning areas (please specify) O Below Level O At Level O Above Level
[J Below Level [ At Level [J Above Level
[ Below Level [ At Level O Above Level
O Below Level O At Level O Above Level
[J Below Level O At Level [J Above Level
[ Below Level O At Level [ Above Level
O Below Level O At Level O Above Level
Latest Student report available O Yes O No

7. Pastoral care and behaviour management

a) School disciplinary absences (in/out of school) O vYes O No
in the last 12 months*

b) Individual behaviour management plan O vYes O no

* This refers to such action as suspension, exclusion, expulsion, isolation or withdrawal.

A documented plan is an umbrella term used for a range of documents that describe educational provisions for
individual students or small groups of students. See Guidelines for Implementing Documented Plans in Public Schools.
A documented plan may refer to such as an Individual or Group Education Plan (IEP), Individual Behaviour
Management Plan, Individual Attendance Plan, Risk Management Plan or Social Competency Plan. A Health Care
Authorisation is not considered to be a documented plan.

%An adjusted program refers to a program in which the student participates in separately (alternative) to the normal
education program provided within the school. It may constitute part of a school based curriculum or it may be
conducted off site or as a full time program,

3 Young carers are children and young people who have caring and support responsibilities for a family member or

friend who has a disability, is frail aged, or has chronic mental or physical illness.
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E.2 PARENT/ RESPONSIBLE PERSON CONSENT FORM- CONSENT TO TRANSFER
STUDENT INFORMATION FROM PREVIOUS SCHOOL

I give O  do not give O

consent for information about my child/children (name/s:)

poB* [ [
D.oB* [ [
poB* [ [/

to be transferred from his/her previous school

(name and address)

to his/her new school

| understand that:
» The principal (or delegate) of my new school may request and/or receive information from my
child’s previous school verbally and/or in writing.

= It may include all details contained on the Student Information Transfer Form.

= Additional information may be required by my child’s new school. This information will only relate to
information on the flagged field on the Student Information Transfer Form.

= The principal (or delegate) of my child’s new school may contact the principal (or delegate) of my
child’s previous school both verbally and/or in writing.

= | canrequest to see the information that is received from my child’s previous school.

| understand that my child’s new school will take all reasonable steps to protect the personal information
about me from misuse and loss, and from unauthorized access, modification or disclosure.

Signature of parent/responsible person Date

‘New School’ is defined as either the school at which the student is enrolled OR the school at which the student is
seeking enrolment. The consent process should be initiated at the point of application for enrolment so that information
is received before the enrolment process is finalised.

* If the student is aged 16 years of age or older, student consent should also be sought.
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E.3 STUDENT CONSENT FORM- CONSENT TO TRANSFER STUDENT INFORMATION
FROM PREVIOUS SCHOOL (FOR STUDENTS WHO ARE 16 YEARS OF AGE OR
OLDER)

I Date of birth / .

give OO0 / do not give O consent for information about me to be transferred from my
previous school (name and address)

to my new school (name and address)

| understand that:

= The principal (or delegate) of my new school may request and/or receive information from
my previous school verbally and/or in writing.

» |t may include all details contained on the Student Information Transfer Form.
= Additional information may be required by my new school.

= The principal (or delegate) of my new school may contact the principal (or delegate) of my
previous school both verbally and/or in writing.

» | can request to see the information that is received from my previous school.
I understand that my new school will take all reasonable steps to protect the personal

information about me from misuse and loss, and from unauthorized access, modification or
disclosure.

Signature of student Date
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