  

SAMPLE INTERNAL AUDIT FORM - ENROLMENT POLICY 

NB School enrolment practices vary greatly – this form identifies the mandatory elements with which each school must comply.

	Task
	Who is Responsible for doing the task?
	Who is responsible for ensuring that the task is done?
	Frequency
	Date last attended to/next date.
	Evidence

	Step One- Initial Enquiry and Application

	1. Deal with initial  enquiry in an appropriate and timely manner
	Delegated Office staff
	Principal or delegate
	Ongoing
	
	Register of requests

	Step Two – Selection / Non-Selection

	2. Preparation of a school enrolment form which includes all mandatory elements according to the Enrolment Province Policy.
	Principal or Delegate
	Principal
	On receipt of Province Policy
	
	Enrolment forms

	3. Preparation of an Enrolment Package to be provided on request.
	Delegated Staff
	Principal
	Ongoing
	
	Enrolment Package

	4. Conduct enrolment interviews and collect mandatory information.

If appropriate- give parents fee concession forms
	Principal / Members of CLT / Delegated others
	Principal or delegate
	Ongoing
	
	Completed enrolment forms.

Fee Concession forms

	Step Three – Placement/ Acceptance

	5. Final approval of enrolments based on the school’s published enrolment process based on the criteria outlined in the policy statement.
	Principal
	Principal
	Ongoing
	
	Letters to parents either accepting or declining enrolment

	6. An offer of placement (or inability to place) communicated in writing to parents.


	Principal 
	Principal
	Ongoing
	
	Letters re placement or non-placement

	7. Parents return signed parent-college agreement to school by a specific date. Parent retains a copy, the school files a copy.
	Parents
	Parents
	Ongoing
	
	Signed agreement on file

	Compliance 

	8. Conduct internal audit of the enrolment policy


	Principal or delegate
	Principal or delegate
	Annually
	
	Audit sheet

	9. Review of the school’s published enrolment process.


	School Board
	School Board
	As determined (annually, every two years, every three years)
	
	Board Minutes

	10. Present an Annual Compliance Report to the School Board
	Principal
	Principal
	Annually
	
	Compliance Report to Board
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