Quick Reference Guide

A guide to support class registrations for Learning
and Wellbeing personnel

Introduction

The term registration is used to describe the process of initial student
application at a school through to the student being accepted (or otherwise)
for enrolment at a school.

For students enrolling into a regular class, the registration process is carried
out by school personnel. Students enrolling in a support class in a regular or
special school are identified as part of a panel process and their initial
registration into the support classes is managed by Learning and Wellbeing
personnel. The student will automatically appear as registered offered in the
correct support class. From this point, schools follow the standard Application
to enrol in a NSW Government school process with parents/carers to progress
a student’s admission to the school.

The Support Class Administration System (SCAS), a component of ERN,
contains information about:

e number and type of support classes in schools

e enrolment capacity of specific support classes

e status of enrolments in support classes — e.g. registered offered,
enrolled in attendance etc.

e number of enrolments based upon factor of need
e available places based on factor of need

Managing registrations into Support Classes
For a student identified for placement into a support class, you will be required

to search for the student using the Registration function and create a new
registration into the identified support class.

* ERN School Enrolment
* Registration

* Student Enquiry

* Statewide Student Enquiry

FData Harvest

e select the school at which the support class is offered, enter the
student details and press Go
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Registration lor School Name (lookup il more than one) : B0 Pubke School %,

*Saarch Option @ |Sudant |

TEamily Name : [rrerssrees

*Given Name ;[
Other Hame :

*Gender : [Mala =

irth + 093008 =] 3
*Date Of Birth : (03082005 | &

Student Registration Numbeer : ]

Go

*Indicates mandatory held

An

e click Manage Registration corresponding to the matched student

Student Hame SRN Date of Birth Gender Match Rating

= Mala o

Family : 5 Mother: & Schaal, Year

%7 Unknown/Not Provaded X000 Unknown/Not Provided Manage Regstration Croate Sbling
Male ey

| Family : 4 Guardian Mother Guardsan Father = _school, Year

L DENILIQUIN 2710 Australia Manage Registration Create Sibling
Mala o

Family : &5 Mother: : Father: 3 School, Yoar

%7 WILLOW VALE 2534 Austraky Manage Regstration Croate Sbling

alert will display letting you know the student’s current enrolment.

——
%‘i The student is currently enrolled at School.

e enter the registration details including sub enrolment type, scholastic
year, intended start date, factor of need and registration status -
typically you would set the registration status to Registered Offered,
meaning a place has been offered to the student with the intention of
transitioning to an enrolment

e the intended start date for the registration should allow enough time for

the school to progress the enrolment (typically 2 to 3 weeks) — once the

registration is progressed to Enrolled (in Attendance) by the school the
actual start date will be entered in ERN

e tick the Email Notification to school checkbox and a system generated
email will be automatically sent to the school of registration

e click Register This Student At My School to create the registration
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Registration - Select Registration Offering
Registration Offering Details

Enrolment Type : ISCASF’ - Support Class j

Sub Enrolment Type : IIDOS - SCAS - Intellectual Disability(10/13) j

Scholastic Year : |3 -Year 3 -
Intended Start Date : [22/09/2008 | [

Registration Status : |REGOFF - Registered (Offered) j

Factor of Need : |1,111 'l

Email Notification to school :

Roll Class (e.g. 3 SMITH, 9R2) : IIJnt Specified *
House Group : Illct Specified *

Cancel | Register This Student At My School |

A separate letter will need to be sent to the parent/carer advising them to
contact the school and start the Application to enrol in a NSW Government
school process.

Internal Registrations

An internal registration is where a student has an existing registration in a
mainstream class or a support class at a school and a new registration is
required into an offering within the same school but of a different enrolment

type.

For example if a school runs both a support class 10 and a support class IM,
and a student has an existing enrolment in the 10 support class, then the
student can be placed into the IM support class through the internal
registration process.

e click Registration in the ERN School Enrolment menu to bring up the
registration screen

e select the school at which the support class is offered, enter the
student details and press Go

Registration lor School Name (lookup il more than one) : [ Publc School &,

*Search Option : |Swudent )

*Family Name : [RRssines

OtherMame: [ |
*Gender: [WMale V]
*Date Of Birth : [(304/2005 =] (5
Student Registration Number: [ |

Go

*Indicates mandatory fiekd
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identify the student you wish to register

click Manage Registration

Registration Search Result

Student Name SRN Date of Birth ~ Gender Match Rating
- 20/12/2002  Female o
" Family : £ Mother: Year 8
Australia Manags Regetation Create Sibling

An alert will display informing you that the student is currently registered in an
existing enrolment type i.e. support class 1O

Multiple Registrations: (Year & - PBL W0} Hoare, Luke Peter;

Offer Name Calendar year Census Ind Intended Start Date
Year 8 2016 {SCAS - Intellectual Disabiity[10)] 2016 ¥ 27/01/2016
[ Back | Create New Heqisabon

click Create New Registration to create an internal registration
enter Registration Details

Regietration Offering Detalls

*Scholastic Year :

*Intended Start Date -
*Reqistration Status :

*Factor of Need :

Email Notification to school :
School Cmail Address @

Roll Class {e.g. 3 SMITH, 9R2) :

House Group :

e : [SCASP - Suppon Class

1 [IDIM - SCAS - Inkedl

i

| Drsabibty(IM] |

& Yeard |v

7s6 |3

REGOFF - Registerad (Ofierad) | )

o

(@ detnew adug

Registos This Student AtMy Schacl

click Register This Student At My School to register the student

Internal Transfers — scholastic year only

You may be required to transfer a student into a different scholastic year. For
example if a student has been placed in the incorrect scholastic year, you can
transfer them to the correct scholastic year.

Note:

Internal transfers will by-pass the risk assessment. This process should

NOT be used to transfer students across enrolment types. An internal

registration (see page 3) MUST be used if the student is required to go

through the risk assessment process.
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You can perform an internal transfer through the Place Management function
using the following steps to change the scholastic year

select the student(s) using Place Management by selecting a cohort

and then identifying the student(s) to transfer

School Calendar Year Scholaslic Year OMering Status Enrolmen t Type

Sub Enrolment Type

Schaal L [AiEy A v

ANA- Availabie |~ [SCASP-SupponClass =

DIM- SCAS - Intellectual Disabiling IV | |

Enralment
Capacilty 4
18.0 15 0

Factor of Need
Reqgistrati "

Hotianal places available(Includes
Enrolments/Registrations) &

30

%] Scholastic year &

3 Year 3 2016 (SCAS -

Bectudl Disabilty (IM)) o 0
Year 4 2016 (SCAS - InteBectual Disabity(IM]) 0 o
Year 5 2016 (SCAS - InteBectual Disabity(IM]) 0 3 ]

o o

3 Year 6 2016 (SCAS - InteBactual Disability(IM))

click Transfer

& e fe (e

it is not recommended that you change the enrolment type

click Get Offers and select the target grade
select a Factor of Need value

Student Transfer - Year 3 2016 (SCAS - Intellectual Disability(IM))

Calendar Year Enrolment Type Sub Enrolment Type

Factor of Need

[2018]v]

%

|scasP - Support Class

Scholastic year #

[v] [IDIM-SCAS - Intellectual Disability(M)v|  [1.0]v]

Offering name %

4
5
6

Year 4 2016 (SCAS
Year 5 2016 (SCAS

Year 6 2016 (SCAS

- Intellectual Disability(IM)) O

- Intellectual Disability(IM)) )

- Intellectual Disability(IM)) O

* Student(s) will be removed from any student groups
(Roll Classes, Houses etc) that do not support the
selected Target Year/Enrolment Type.

click Transfer and Exit and click OK

— - —

===

% Do you confirm to transfer the student(s) to Year 4 2016 (SCAS -

I . ) Intellectual

Disability (IM))?

OK

) |

Cancel

Modifying the Factor of Need

You may be required to change the Factor of Need value of a student
registration — for example if it was incorrectly entered or it needs to be
updated. Only change a factor of need following advice from the Learning
and Wellbeing Coordinator or nominee. You can modify / view the factor of
need value on a registration through the Place Management function using

the following steps:
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select the student(s) using Place Management by selecting a cohort
and then identifying the student(s)

click Factor of Need

select the Factor of Need value from the list of valid values in the pull
down menu

click Save and Exit

Factor of Need - Year 1 2016 (Support Class - Multi Categorical(MC))

Factor of Need
142 -

Sharing a student "ﬂ &

You may be required to share students into another school for example if a
student is being shared into a behaviour school. See Procedures for shared
enrolment status of students accessing specialist educational settings.

You can share a student using the following steps:

select the student(s) using Place Management by selecting a cohort
and then identifying the student(s) to be shared
select the student and click the Share button

| Close | | Transfer | | Share | | Repeat | | Change status |

select School, Enrolment Type and Sub Enrolment Type
select the Factor of Need value

enter the Intended Start Date

tick Email Notification to school

W=e Management ]
Chiidanmse e
Schaal Calendar Year Enralment Type Sub Enrolment Type  Factor of Need  Intended Start Date
S - Ac i ra
L [2008] [5CAZP - Suppan Class ! AT-5CAS - ActismiAl ] [10]%

| . » [Cwaye0me ] =
Ermall Notification to school : [ i @eetrswsdug . Teday v .
o wh |Sun Men Tue 'Wed Thu Fei Sat

Getoliors W : 3 o4 s 8

18 9 W u 12 B
Back W W oAy 8 1B N N

FEEEEEE,

click Get offers

select the correct scholastic year

School Calendar Year Enrolment Type Sub Enrolment Typs Factor of Nead  Intended Start Date
4 [2006] [ECASP-BupponCiass - [AUT-5CAS - AusmiALT ] [T~ EEr [
Email Notification to school : [&] Edetnaw etud
Gotofiers
% Scholastic year & Offering nams e %
3 Kindergarten 2016 (Support C

Yaar 17

‘aar 4 3016 (Support Class - Auti

ar 5 2016 (Support Class - Autism{AU))

& om b W oM =
£ o |
H 5 3

‘var & 2016 {Support Class - Autism{AU))

Share and ext

Back

click Share and exit
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Student Enquiry

This search function provides access to students in a particular school using a
range of filters. For students in SCAS classes, Factor of Need is displayed.

Where the graphic ¥lis displayed in any report, the data can be downloaded
as a CSV (Comma Separated Values) file which will display the data in Excel
format.

Ssarch Criteria

School Calendar Year Scholastic Year Enrolment Type Sub Enrolment Type
[ Schaol |4y [2018[] [ [v] [3CASP-SupportCiass [ [a [v]
Regis tra ion Offering Registration Status Student Group
[ ] [a v [ailv]
Family Name Given Name SRN

A screen Options

Name Search Mode : [Go simpleszarch [v|  Show students with : |Actve Regisratons [v]

Run in quick mode : [

Matching Students

|'Z| * SRN % Studentname % Gender % D.OB # RollClass # Status * Factor ofNeed # (=Y
- & E 2 o200 V@ Enrolled [In Attendance) Lz B
| - F 2-Oct-2008 KD Enmlled (In Attendance) 10 o
& F 22-Feb-2006  FeMm Enmlled (In Attendance) 1o
| & F 06-Oct-2011  EHU Enrolled (In Attendance) LoE
- & M 2-Aug-2007 Y3 Enmlled (In Attendance) 142
| - & M 03-Mar-2010 KD Enmlled (In Attendance) 10 o
& M 10-Feb-2008 &M Enmlled (In Attendance) 1o
| & M 29-Dec-2005 458 Enmlled [In Attendance] 1.42 :
& M 16-May-2011  EHU Enrolled (In Artendance) 1ol
| & M @-Jan-2011  HU Enrolled (In Artendance) Lol
-~y & M 31-Dec-2009 KD Enmlled (In Attendance) 1o
| e B I E m-Feb-2008 VB Enrolled [In Attendance) -]
| -~ g M 12-Cet-2004 Fem Enrolled [In Attendance) -}
| - F Z-Feb-2000 I ER Enmlled (In Attendance) 1.66 e
& M @-Jun-2008  ¥38 Enrolled (In Attendance) 1o
| & F 11-Mar-2004 &M Enrolled (In Artendance) Lol
| & M 05-Feb-2008 Y3 Enmlled (In Attendance) 142
| q{ & F S-Jan-2005 IR Enmlled (In Attendance) 1.66 e
- B M 08-Jan-2007  4'6A Enrolled [In Attendance) Lz B
| - g M @-Mar-20F V'3 Enrolled [In Attendance) -}
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Statewide Student Enquiry

The Statewide Student Enquiry function is not available to schools (schools
use a school registration search).

The search function involves a state-wide search of students who match the
identity criteria for the student. The SRN and the student’s details are stored
in a common database accessible by all schools during the registration
process.

If a student leaves the NSW public school system, their information is stored
so that it is available again if the student re-registers at either the same or a
different school. If a sibling of a current student wishes to register, specific
information that is common to both students (e.g. family details) is made
available to the new student’s record to simplify the registration process.

To complete a Registration Search for a new student who has attended a DoE
public school in NSW at either primary or secondary level:

e access the State Wide Student Search screen from the Statewide
Student Enquiry tab

e enter the family name, given name, gender and date of birth (this can
be approximate)

e to search, click Go

e if there are no matching records you can refine the data (check names
e.g. Bob may be Robert) and ensure the date of birth is correct -
alternatively, click Deep Search to have a wider search against the
student name

e if more than one record is matching, click Filter Search to input
additional information to narrow down the records

e click the View Registration button to view the student information

e click “ toview the Registration History

e if a student does have duplicate records, i.e. more than one SRN,
check by viewing the Registration History and select the active record
for the student

e if the student record does not have the View Registration button, it
means the student is from a non government school and has not been
registered into a DoE school

Email Notifications

An automated email will be sent to the school email address with details of the
student who will be arriving at the school if the:

0 student has been offered a registration into a support class

0 student has been shared into a support class
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SCAS Registration Enquiry

The SCAS Registration Enquiry allows you to view summary principal
network/s enrolment numbers and drill down into schools and view enrolment
data.

The criteria view allows you to select criteria from drop down lists and will
display enrolment data corresponding to your selection.

If you have access to more than one principal network, you can select multiple
principal networks.

@ Search By Criteria H

Calendar Year : 2016 -

Reporting View : Principal Metwork -
Albury g
Principal Networks : ganksmwn E
arwon
Bathurst -
Enrolment Type : ALL .

Sub Enrolment Type : ALL -

Show Funding Count : Ij

B

e click Show Funding Count to display the number of students receiving
Integration, Funding Support (given that schools tend not to enter this
data, this information is inaccurate)

e once you have selected your criteria, press Go to display the enrolment
numbers

e you will only be able to view the data to which you have access

e drill down further by clicking on any summary line item

Registration Offers

Totals

X offerType ¢ Capacity ¢ ETnur‘uallmenlisegislratiDns . Eziﬁ)all:::::;gg?:t?:tiuns s Enrulmenﬂ?ﬁfzsgislrﬁtinn;) B I;ruu:gilng s
SCAS - Tutorial Class(TUT) 7.000 i 1.0 6.000 0
SCAS - Behaviour Disorder{BD) 2.000 3 3.0 N/A 0
SCAS - Autism{AU) 49.000 42 42.0 7.000 0
SCAS - Early Intervention(EI) 16.000 14 14.0 2.000 0
SCAS - Intellectual Disability(IM) 180.000 155 155.0 25.000 0
SCAS - Emotional Disturbance(ED) 14.000 12z 12.0 2.000 0
SCAS - Intellectual Disability(IO/IS) 480.000 296 441.511 38.488 0
SCAS - Intellectual Disability(I0) 70.000 67 67.0 3.000 0
SCAS - Multi Categorical(MC) 30.000 24 28.87 1.129 0
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Principal Network Counts

% offer Type Capacity ¢ Total Enrolments/Registrations  Total Factor Of Need Notional places available{Includes Total Funding
4 P M % Enrolments/Registrations # Enrolments/Registrations) # 4
480.000 296 441.511 38.488 0

School Counts

X| offer Type % Capacity 3% ETnDrtoal:nents,fRegislratiuns . I;rnlll'ttwal:':::tt:;lgafg?:t?adtions s Notional places available(Includes Enrolments/Registrations) # ;Jﬂr]tgilng s
School 160.000 96 140.983 19.016 0
160.000 95 142.49 17.510 0
School
School 160.000 105 158.038 1.961 0
Breakdown
X| offer Type # Registered 4 Census Enrolments # Leaving 4 Non Census Enrolments ¢ Funding Count $#

Kindergarten 2016 (Support Class - Intellectual Disability(10/1S)) 0 10 0 0 0

Year 1 2016 (Support Class - Intellectual Disability(10/1S)) 1] 9 1] 0 1]

Year 2 2016 (Support Class - Intellectual Disability(10/15)) o 26 1] [o] o

Year 3 2016 (Support Class - Intellectual Disability(10/1S)) 0 10 0 0 0

Year 4 2016 (Support Class - Intellectual Disability(10/1S)) 1] 6 1] 0 1]

Year 5 2016 (Support Class - Intellectual Disability(10/1S)) 0 1 0 0 0

Year 6 2016 (Support Class - Intellectual Disability(I0/1S)) 1] 6 1] 0 1]

Year 7 2016 (Support Class - Intellectual Disability(10/1S)) 1 4 0 0 1]

Year 8 2016 (Support Class - Intellectual Disability(10/1S)) 0 7 0 0 0

Year 9 2016 (Support Class - Intellectual Disability(10/1S)) 1] 4 1] 0 1]

Year 10 2016 (Support Class - Intellectual Disability(I0/15)) 1 2 1] 0 o

Year 11 2016 (Support Class - Intellectual Disability(I0/1S)) 1] 7 1] 0 1]

Year 12 2016 (Support Class - Intellectual Disability(I0/I1S)) 1] 2 1] 0 1]

Total 2 94 o [} o

e The final match will be the names of the students in a particular class

Matching Students

X s SRN % Student name # Gender %+ D.O.B * Status  # Funding Integration %
M 10-Mar-2002 Enrolled (In Attendance) N a
M 30-May-2004 Registered (Interested) N :
M 03-Aug-2003 Enrolled (In Attendance) N ﬁ
e 1 M 16-Dec-2003 Enrolled (In Attendance) N ﬁ
= | M 03-Dec-2003 Enrolled (In Attendance) N ﬁ

* ERN School Enrolment 5

* Registration

Reports

* Student Enquiry

¥ Statewide Student Enguiry

ERN allows you to create reports using

rData Harvest

the reporting tool, which is accessed > Place Management
through the Reports link in the » Extract Share Student
ERN School Enrolment menu. » My School

* Collegiate Transition

¥ Court Order Maintenance

' Reports

rData Change Logs
» Maintain EAL/D

*Personalised Learning & Support

» Access Request
» SCAS Registration Enguiry
* Disability Adjustments

* Curriculum Reference Da
» Access Request Proce

General Functions

* My Reports
My Profile

¥ Log off
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Reports are split into focus areas. You can access a particular focus area by
clicking on a specific reporting tab. The reporting focus areas that will be most
relevant to you will be the Student Details Report, Principal Network Report
and Suspension Summary Report under Formatted Reports tab.

e Student Details Report

The Student Details Report allows you to display details relating to a cohort of
students within a particular school, such as all the enrolled students in the
support class at a particular High School who are non-census and in year 7. It
is important to change the Reporting Focus field to Registration Offering to
capture all students.

Reporting Focus : Registration Offering =

e Principal Network Report

The Principal Network Report allows you to display enrolment counts across a
particular network or multiple networks such as the number of non-census
students. The reporting tool allows you to build your reports based on the
selection of reporting criteria. The reporting criteria act as a filter of data and
are used to control what information is provided on your report. An example of
reporting criteria is Scholastic Year. If you are required to display all the
students from year 9 then you select 9 - Year 9 from the Scholastic Year drop
down menu.

[ ] Sub Enrolment Type : |ALL 7|

Scholastic Year : |ALL -

ALL
Is Census : 7-Year7

8-Yeard
In Zone : § -

. 10-Year 10

Activity Type = 144 _vear 11
lF‘ Calendar Year : -I%.-JTEE'.r 12
IF‘ Show student< wha - |are curant memhers |

By clicking on the checkbox, the data will be displayed as a column on the
report. To display all the students and their respective scholastic years, you
would check the Scholastic Year checkbox, while leaving the criteria set to
ALL.

|l | Sub Enrolment lype: |ALL 7|

Scholastic Year : IALL vl

— T
—
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To run a report click Schedule Report and be sure to select the Report Format

you require, i.e. PDF or CSV format.

Report Schedule

(]

Report Name : |

Run Report : |Now |V

O

Report Format

Email Notification :

Report Header Criteria

( Schedule Report

: ||nc|ude Changed Criteriaﬂ

)Schnul Criteria :

@ | Sawve Criteria | | Load Criteria

My Reports

Once a report is run, it can be opened from the My Reports page which is
accessed by clicking on My Reports in the ERN School Enrolment menu.

Select your report and click Download.

The icon on the top right hand side of the screen is a shortcut to My

Reports.

£4,

- - /
» Registration

» Student Enquiry

» Statewide Student Enquiry
» Place Management ‘«;'ﬁ‘;’ 1 m
» Reports N
+ SCAS Registration Enquiry

General Functions

» My Reports

» My Profile

% " Welcome to NSW Public Schools

My Reports

Note: In order to view the reports you'll need WinZip to extract them or Acrobat Reader to read them. These products can be downloaded by usi

My reports since : [02/03/2009 |
Go

[T ReportID Get the report

+ Log off [ Report name

Status Report size(in bytes) Requested time St

™ 24133811
[T 24133567

Download STUDENT_DETAII

Download STUDENT_DETAII

LS_REPORT COMPLETED 10248 02 Mar 2009 11:06:00 02

LS_REPORT COMPLETED 10248 02 Mar 2009 11:04:57 02

Delete Report

For assistance

Factor of Need Report for individual schools

You can display factor of need information through the manual selection of
criteria on the Student Details Report. Alternatively you can also open a pre-

loaded Factor of Need Report Template.

The following steps can be used to manually create a Factor of Need Report

for a particular school:

Guide to support class registrations for Learning and Wellbei

ng personnel - May 2016

Page | 12



Quick Reference Guide

click on the Student Details Report

change the Reporting Focus to Registration Offering

select the school for the report

select the enrolment type to be SCAS (you can also select the sub-

enrolment type if required e.g. 10/IS)

tick the Show Factor of Need check box

e select any of the other criteria to display on the report such as
Scholastic Year, Calendar Year, and Registration Status etc. as
required

e click Schedule Report

e once a report is run, it can be opened from the My Reports page which
is accessed by clicking on My Reports in the ERN School Enrolment
menu

e select your report and click Download

R SRR Foratted Reports
EMOSETL O Medical Repot | Language and Visa Report | Family Report | Class Management Report | Registration Management | Prncipal Network Report
Student Report

Tick to Display in Report

Reporting Focus : |Registration Offering |

Vesr 2 Mainstream Vesr 4 [ntemationsl Studerts)

School Name : [ School &

Regist ration Offer: | EY Clear
Enrolment Type : [ALL v
Sub Enrolment Type : [ALLv|
Scholastic Year: [ALL v

Is Census: m

In Zone: [ALL[v|

CalendarYear: lm
Offering Status : [A Fvalatls [9]

Show Roll Class

[0 T e T I T

Show factor of need

X

Registration Stafus

Tickto Display in Report : [(]]

[ Applied to Enrol: @ Incomplete El Risk Assessed @ Validated

¥ Enrolled: In Attendance Leaving Suspended

O Left: [C] Deceased 5] Enrolment Cestination Unknown [CI] Expeled [0 1rt ernal Transfer O] Left [O] Located
[ Registered: [O] mterested [0 offered (O other preference [O] Standby

[] withdrawn: IE Cancelled El Deceased IE NoCensus @ by parent El by schoal E lapsed

R Advanced Student Criteria

The icon on the top right hand side of the screen is a short cut to My
Reports.

e Factor of Need Report for Principal Network/s

The principal network/s report allows you to display enrolment count data
relating to your principal network/s. It is a very useful tool to assist with
planning.

There are two different principal network reporting focuses which are selected
from the Reporting Focus drop down menu: Factor of Need — Statistical and
Factor of Need — Detailed.
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Factor of Need Statistical

The statistical focus gives you the head enrolment count by Factor of Need.
This report has been predetermined for you — if you want to change the fields,
click into it and make the changes. It also provides a summary of support
classes with a breakdown by scholastic year. The predetermined report
counts the number of students who are Applied to Enrol, Enrolled or
Registered Offered.

Detailed

The detailed focus gives you the list including student details with or without
the Factor of Need.

—~— s s s e

There are different breakdowns available for enrolment counts, for example
using Registration Status.

Registration Status

This report gives a count of students based on the registration selected and
the reporting focus selected — detailed or statistical.

For example, you can use the following steps to run a report to display the
number of students in a principal network in support classes 10/IS who are
enrolled but leaving:

e use the reporting focus Detailed

e select a principal network - to select more than one principal network,
hold down the Ctrl key (on keyboard) and select another principal
network

e change the Enrolment Type to SCASP

e change the Sub Enrolment Type to IO/IS

e change the Registration Status to tick only Leaving (remove tick from
the other registration statuses)

e change the Report Format to CSV

e click Schedule Report.

e once a report is run, it can be opened from the My Reports page which
is accessed by clicking on My Reports in the ERN School Enrolment
menu

e select your report and click Download

The icon on the top right hand side of the screen is a short cut to My
Reports.
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Campbeliown

Ca nierbu A
Clarence Valley
Cofls Harb our

Coomundra
S .| Denilli quin

Principal Networks : Dum
Eastemn Creek
Fairield
Far South Coast
FarWest V]
Georges River

=

ssp Schools Only : [O]

A FRepistration Arers H

Enrclment Type : |SO%5P-SJpportCass ll
D15~ SCAS - Inelectual Disa biity((S )

. |IDMC-BCAS - Iniellectuz| Dissb 10 ~
(&l Sub EnrolmentType : porraor gy TSN,

|IDAU- SCAS - Inellectuz | Disa bality(I0/AL)

=] Offering Status : [AVA-Awizble v
@ Scholastic Year: |ALL [v]
IE Calendar Year : lm
Is Census : m
= InZone: |ALL[V]
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Quick Reference Guide

In Summary

Learning & Wellbeing personnel are responsible for the registration of ALL
students into SCAS placements.

School ERN users are not able to register a student into a SCAS Enrolment
Type.

e Learning & Wellbeing personnel register a student into a SCAS place,
either as a new student or as a shared enrolment (depending on
scenario)

e Schools are notified of this by automated email:
yourschool.school@det.nsw.edu.au

e Following completion of the Application to enrol in a NSW Government
school and acceptance by principal, SAMs/SAOs progress the
student’s status to Enrolled (In Attendance)

e SAMs/SAOs now have responsibility of class and registration status for
the students in SCAS. This includes changing or correcting information

on the enrolment form, progressing the enrolment to Enrolled (In
Attendance) and changing the status to Leaving or Left.

The only functions that a school does not have in relation to students in a
support class placement are:
e registration of a student into the support class

e changing the grades of a student (note: automatic rollover of all grades
at end of calendar year)

e entering or changing factor of need

e repetition of a student’s grade
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