
 
 
ADMISSION, ENROLMENT AND CLASS PLACEMENT POLICY 
 
 

 
 
Help for non-English speakers 
If you need help to understand the information in this policy, please contact Melba College. 
Phone 03 9955 5700.  
 

 
 
PURPOSE 
All young people of school age have the right to be admitted to their designated neighbourhood government school at 
the beginning of the school year (or when relevant) unless an approved alternative placement has been arranged. 
 
This Policy ensures that Melba College: 

• enrols eligible students 
• maintains enrolment data 
• maintains their custodial role. 

 
PREREQUISITE POLICY 

• Department of Education and Training (DET) Admission Policy 
• Department of Education and Training (DET) Enrolment Policy 

 
SCOPE 
This policy applies to all young people wishing to enrol at Melba College or who are currently enrolled at Melba 
College. 
 
POLICY 
Melba College must: 

• enrol eligible students, who are new to the Victorian government education system under the name 
contained in the documents supporting their admission; primarily their birth certificate 

• keep copies of sighted documents (Note: for primary students this includes an Immunisation History 
Statement from the Australian Immunisation Register) 

• verify changes to student enrolment names 
• maintain and update student details obtained on enrolment 
• keep all information confidential and managed in accordance with: 

o the Department’s privacy policy 
o Victorian privacy laws. 

Rule: 

• At initial enrolment a Victorian Student Number (VSN) is allocated to a student in the name certified in 
admission documents. When students transfer between schools, the name will remain as the name 
attached to the VSN, unless new legal documentation with an amended name is provided see: Victorian 
Student Number (VSN) 

• For a copy of the student enrolment form, see: DET resources 

 
Changing enrolment name: 

• The majority of students enrolled prior to 2009, with names different from those appearing on their birth 
certificate due to previous DET policy; can continue to be enrolled in these names. 

https://www.education.vic.gov.au/school/principals/spag/participation/Pages/admission.aspx
http://www.vcaa.vic.edu.au/pages/schooladmin/vsn/index.aspx
http://www.vcaa.vic.edu.au/pages/schooladmin/vsn/index.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/enrolment.aspx#resources


 
 
Melba Colllege can only change the name under which a student is enrolled if: 

• new legal documentation with an amended name is provided, such as: 
• officially amended birth certificate 
• proof of adoption 
• court order authorising another name 
• supporting documentation, which was not originally available, differs from the name provided during 

conditional enrolment see: Admission 
• proof is provided that the enrolling parent or the student is using another name under a scheme 

designed to ensure their safety, such as witness protection. 

 
A person who meets the age eligibility requirements and for whom Melba College is the Designated Neighbourhood 
School or is granted an exception or exemption is eligible to enrol at Melba College. 
 
The Principal has discretion in admission of students for whom Melba College is not the Designated neighbourhood 
school.  
 
Before admitting a student, Melba College must: 

• for students transferring from another Victorian government school, import student information using 
CASES21; and provide parents with the Student Enrolment Information Form for validation of student 
information 

• for students who are new to the government system, obtain a completed enrolment form. 

 
For all students, Melba College must: 

• collect relevant admission information 
• provide a privacy notice to the enrolling parent explaining the use to be made of enrolment information. 

For sample notices see: Privacy within Department of Education and Training (DET) resources. 

 
For admission, all applicants must be: 

• an Australian citizen, or a student with relevant specified visas or ‘Immicard’ see : ‘International Student 
Program’ on DET resources 

• deemed eligible and approved for enrolment by the principal or relevant regional director.   

 
AGE ELIGIBILITY AND APPROVAL REQUIREMENTS 
Compulsory school age 
Under the Education and Training Reform Act 2006, schooling is compulsory for students aged between 6 and 17 
years unless an exemption from attendance has been granted. For exemption categories and process 
see: ‘Attendance’ on DET resources 
 
A person who is not of compulsory school age may not enrol in or attend a government school unless: 

• the person falls within an exception to the age eligibility requirements set out in the age regulations; or 
• the person is granted an exemption from the age regulations. 

 
DIFFERENCE BETWEEN AN EXCEPTION AND AN EXEMPTION 
If the principal is satisfied that the person meets the criteria for the exception, the Principal cannot refuse to enrol the 
person on the basis of their age and the young person will not be required to obtain an exemption from the Minister 
or their delegate. 
 
A young person who does not fall within an exception may be eligible to apply for an exemption. Exemptions are 
granted at the discretion of the Minister, or Minister's delegate (which currently include Regional Directors). There is 
no automatic eligibility to enrol in Melba College or attend a government school. 
 
  

https://www.education.vic.gov.au/school/principals/spag/participation/Pages/admission.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/pages/admission.aspx#2
https://www.border.gov.au/Trav/Refu/Immi
https://www.education.vic.gov.au/school/principals/spag/curriculum/pages/program.aspx
https://www.education.vic.gov.au/school/principals/spag/curriculum/pages/program.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/attendance.aspx


PRINCIPAL RESPONSIBILITY 
The Principal of Melba College is responsible for assessing eligibility and approving the admission to Melba College of: 

• individuals who are of compulsory school age, i.e. those aged between 6 and 17 years; and 
• individuals who fall within an exception under the Regulations. 

 
Individuals who fall outside of the compulsory school age may attend Melba College only if they fall within an 
exception under the Regulations or are granted an exemption. There are exceptions for: 

• certain categories of students aged 18 or over who are enrolling in or completing an accredited senior 
secondary course. 

These decisions can be made by the Melba College Principal without further approval. 
 
EXCEPTIONS TO THE MAXIMUM AGE REQUIREMENTS 
Exceptions apply to individuals who: 

• are turning 18 during the year of enrolment, if they are enrolling solely in an accredited senior secondary 
course, for example Victorian Certificate of Education (VCE), Vocational Major (VM) or International 
Baccalaureate (IB) 

• are turning 19 during the year of enrolment, if they are enrolling solely for the purpose of  completing an 
accredited senior secondary course in that year, i.e. they are expected to successfully complete their 
course in the year of enrolment based on current assessment information and course plan 

• are enrolling or attending an English language government school or centre, if the student is seeking to 
continue their enrolment in the year in which they turn 18 years of age and in the following year, solely 
for the purpose of completing the program 

• will turn 20 years of age during the year of enrolment, and satisfy each of the following criteria: 
o is enrolled at a government school situated outside the metropolitan area solely for the purpose 

of completing an accredited senior secondary course in that year: and 
o there is no TAFE institute or other registered education or training organisation (other than 

another government school) within 50 kilometres of the school in which the person is seeking to 
enrol that is offering an accredited senior secondary education course through a distance 
education program that the person is eligible to enrol in. 

 
EDUCATIONAL PROGRAMS NOT SUBJECT TO THE AGE REQUIREMENTS 
The age requirements set out in the Regulations do not apply to individuals who will attend programs conducted at a 
government school: 

• outside school hours 
• by Registered Training Organisations or other bodies that are separate from the school. 

 
EXEMPTIONS FROM THE AGE REQUIREMENTS 
The Minister or (if the Minister has delegated power) a Regional Director may grant an individual an exemption from 
the minimum and maximum age regulations in limited circumstances. 
 
An individual is eligible to apply for an exemption if they meet the criteria set out below. Eligibility does not guarantee 
that an exemption will be granted.  
 
Exemptions from the minimum and maximum age requirements are the exception rather than the norm. This should 
be taken into account when considering enrolment decisions, such as transitioning from primary to secondary school 
and planning for completing school or moving to other available settings. 
 
Melba College may not always be the most appropriate place for some young people. There are a range of age 
appropriate settings available for young people, whether they may be alternative education settings or adult 
education options. 
 
When considering applications for exemption from the age requirements the Principal of Melba College needs to find 
a balance between the best interests of the young person and that of other students. This balance must be found for 
individual cases and circumstances, while also ensuring that the exemption process is consistently and fairly applied. 
 
SUITABLE ACADEMIC ABILITY 
The following arrangements apply to enrolments at Melba College that can be assessed and endorsed by the Melba 
College Principal, but also require approval by the Regional Director of NEV Region DET. 



 
The Department's preferred evidence of suitable academic ability is: 

• a report from a psychologist confirming that the young person has been assessed as  ≥ 130 Full Scale IQ 
(2 standard deviations, or more above the mean), preferably using the Wechsler Preschool and Primary 
Scale of Intelligence, Fourth Edition, Australian and New Zealand (WPPS-IV A&NZ), including the 10 sub-
tests required to calculate the Full Scale score and Primary Index Scales, conducted after the young 
person attained the age of 4 years 
or 

• where a young person is transferring from a school in another state or country after more than one term 
of enrolment and attendance, evidence from that school confirming that the child has suitable academic 
ability to attend school. 

Where a young person does not fall into one of the above categories, the Department may also consider other 
evidence of suitable academic ability that: 

• is provided by an authoritative independent source(s) – for example, a child psychologist registered with 
the Psychology Board of Australia, with experience in educational and developmental psychology; and 

• clearly demonstrates that the young person has suitable academic ability to attend school. 

It is the responsibility of the parent/carer to obtain all relevant cognitive assessment/s and/or other reports and 
evidence to support their child's application. 
 
Applications based solely on parental observations will not be accepted. 
 
MAXIMUM AGE EXEMPTION 
A student aged over 18 years of age at any time during the year of enrolment who does not meet one of the 
exceptions listed above may only enrol in Melba College if they are granted an exemption from the age requirements. 
 
Exemption from the maximum age requirements must be: 

• requested in writing to the school by the young person or their parent/carer 
• considered by the principal, who must make a written recommendation for consideration by  the 

regional director 
• forwarded to the relevant regional director, with all supporting documentation attached, via email 
• assessed by the regional director, who must consider eligibility, the principal’s recommendation and all 

other relevant circumstances, and make a decision regarding the application 
• approved or not approved in writing by the relevant regional director. The NEV Regional Office will notify 

both the parent and Melba College of the decision in a timely manner. 

A student is eligible for an exemption from the maximum age requirements if they meet one or more of the following 
criteria: 

• the person will be under 20 years of age on 31 December in the year the person completes year 10 and is 
unable to complete year 10 before they turn 18 and one or more of the following special circumstances 
exist for that person: 

o pregnancy 
o parental or primary carer responsibilities 
o serious illness or injury 
o a period of imprisonment. 

 
• the person is aged between 18 and 21 and the Minister is satisfied of one or more of the following: 

o the exemption will enable the person to participate in a specific course or program approved by 
the Minister 

o the exemption will enable the person to transfer from an English language government school 
or centre into year 10 at Melba College 

o it would be unreasonable in the circumstances not to grant the exemption 
o the young person is seeking to enrol in an English language government school or centre, and 

the Minister considers it in the person's best interest to be enrolled at or to attend that 
educational setting. 

 
To apply for a maximum age exemption use the ‘Maximum Age Exemption Application’ form. 
 
  

https://www.education.vic.gov.au/Documents/school/principals/spag/participation/maxageexemptform.docx


It is DET policy that an exemption from the maximum age requirements will generally not be granted unless the 
person: 

• has previously been enrolled in and attended the school in the last 12 months 
• is expected to complete school in the exemption period based on their current or proposed course 

information and assessment; or 
• has a clear transition plan that has been agreed to by the young person and/or their parent/carer; and 
• poses no or minimal risks to other students through their attendance at the school; 
• has no other age-appropriate setting or option available for an equivalent course of study i.e. no other 

age appropriate setting within 50 kilometres of the student’s home and online study is inappropriate.  

When considering an application for exemption from the age requirements and gathering the supporting 
documentation, the Principal of Melba College should consider the following: 

• best interests - includes the child or young person’s academic, social and emotional needs, aspirations 
and abilities 

• age-appropriate settings or options  - taking into consideration the student’s aspirations, abilities and 
needs, such as relevant adult education settings 

• online study – it may be inappropriate if the student does not have reliable access to the required 
technologies to undertake the course, will not meet the prerequisite requirements for enrolment, and/or 
does not possess the required English language proficiency 

Note: 
• accredited senior secondary course - includes Victorian Certificate of Education (VCE), Victorian 

Certificate of Applied Learning (VCAL) or International Baccalaureate (IB) 
• complete school  - means that if the student successfully completes the requirements of their current 

enrolment/course plan/units in which they are enrolled, they will have successfully completed the 
requirements of the accredited senior secondary course in which they are enrolled, and they are 
expected to do so in the year of enrolment. 

 
INFORMATION REQUIRED FOR ENROLMENT 
Enrolment forms are available on CASES21 and must be completed for students enrolling in Melba College (or a 
Victorian government school) for the first time.  Enrolment forms must include: 

• date of birth (note: evidence of date of birth can be official, such as a birth certificate or where this is not 
able to be produced, unofficial, such as a doctor's note attesting to a young person's age). 

• names and addresses of the student and enrolling parent or carer 
• details of medical and other conditions that may require special consideration 
• emergency telephone numbers, including a nominated doctor 
• the name of the previous school and the student's current year level, where students transfer from 

another school. Note: For students transferring from another Victorian government school, data can be 
imported using CASES21 (mandatory from July 2017) see DET Transfers Policy. 

 
The table below outlines further information required for admission. 
 

Further Requirements Description 

Consent The signature of: 

• student, if they are over 15 and living independently 
• parent as defined in the Family Law Act 1975 

 

 Note: 
 Each parent of a young person who is not 18 has equal parental responsibility. 
  
 In the absence of a current court order: 

• both parents for parents who are separated, or a copy of the court order with any 
impact on the relationship between the family and the school 

• an informal carer, with a statutory declaration.  

Carers: 

https://www.education.vic.gov.au/school/principals/spag/participation/Pages/transfers.aspx


Further Requirements Description 

• may be a relative or other carer 
• have day-to-day care of the student with the student regularly living with them 
• may provide any other consent required e.g. excursions. 

Notes for informal carer: 

• statutory declarations apply for 12 months 
• the wishes of a parent prevail in the event of a dispute between a parent legally 

responsible for a student and an informal carer. 

Note: Secondary students may complete parts of the form and co-sign. 
 
Where consent is disputed 
When (parent) consent is disputed principals and staff should: 

• avoid becoming involved 
• avoid favouring one parent 
• act in accordance at all times with the best interests of the student and the school 

community 
• act sensitively and realise that a resolution, satisfactory to both parents, may not 

be possible. 

For more information on enrolment where there is disputed parental consent, 
see: ‘Decision Making Responsibilities for Students’ on DET resources. 

  

Student identification 
and name  

For applicants who are: 

• Australian-born – a birth certificate or equivalent 
• non-Australian-born – a passport or travel document such as a visa or Immicard. 

 
 
INCOMPLETE STUDENT INFORMATION 
This table outlines the principal’s options when student information is incomplete. 
 

 The principal may         provided that the principal 

defer admission of a student for up to 5 days • requests that the parent or carer provide the missing 
information 

• advises the parent or carer they are legally responsible for 
ensuring a child of school age attends school. 

conditionally enrol the student: 

• if the information is not provided 
after 5 days 
and 

• further delay in enrolling the 
student is likely to affect the 
student’s education and wellbeing. 

• records the conditions; and  
• advises the parents or carers in writing that the enrolment is 

conditional upon providing the missing information and will 
only be formally completed when these conditions are met. 

 
 
  

https://www.education.vic.gov.au/school/principals/spag/safety/pages/parentalresponsibility.aspx
https://www.border.gov.au/Trav/Refu/Immi


CASES21 
Cases21 Student Information Database 
The database includes: 

• admission forms 
• transfer information 
• the student register 
• class lists 
• medical conditions 
• Medicare number and student’s Doctor 
• emergency contacts 

 
MAINTAINING STUDENT INFORMATION IN CASES21 
This table describes how schools maintain student information in CASES21. 
 

Stage Description 

1 Enrolment data is entered for students who are new to the Victorian government school system. 

2 Data is: 
• confirmed/updated and signed by the parent/guardian when students transfer 
• updated when changes occur, such as guardianship 
• reviewed half yearly, specifically parent/guardian contact information, see: CASES21 Administration 

User Guide for guidance including processes for generating the Student Enrolment Information 
Form and Student Information Full Details Report, , see: CASES21  

• revised annually for State and Commonwealth reporting updated when informed by parents of 
changes to family circumstances. 

3 Records are disposed of in accordance with the General Disposal Schedule. See: ‘Archives and Records 
Management’ under DET resources 

 
Note: 

• Schools enrolling international students should update CASES21 to confirm the student's 
commencement of study within 5 working days of commencement. 

• Documentation required is copy of Passport and copy of Visa 
• Any changes to the student's enrolment should also be recorded in a timely manner. 
• This will ensure an accurate disbursement of funds to the relevant school.  See: ‘ISP Quality Standards 

and School Resources’ under ‘DET resources’. 

Note: 
Where students are moving from one government school to another government school, student data can be 
transferred using CASES21 (mandatory from July 2017) and:  

• parents are not required to complete a new enrolment form if data is transferred using CASES21 
• schools must not create a new student record in CASES21 – this will create a duplicate record 
• schools are required to send a copy of the Student Enrolment Information Form to the parent for 

checking, updating and signing to ensure student data is current and accurate.  

For further information see: Transfers Policy and Admission Policy 
 
MAINTAINING STUDENT FAMILY OCCUPATION AND EDUCATION (SFOE) INFORMATION 
Funding for equity (Social Disadvantage) provides an individual loading for students from disadvantaged backgrounds 
that will increase with the density of disadvantage at the school. Increased funding for schools has proven to raise 
educational outcomes, particularly for these students. Schools use Social Disadvantage funding to deliver tailored 
educational programs that meet the needs of this cohort of students. 
 

https://edugate.eduweb.vic.gov.au/Services/bussys/cases21/default.aspx
https://www.education.vic.gov.au/school/principals/spag/governance/pages/archives.aspx
https://www.education.vic.gov.au/school/principals/spag/governance/pages/archives.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/enrolment.aspx#resources
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/transfers.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/admission.aspx


The Social Disadvantage loading allocates funding based on parental occupation, parental education and the level of 
concentration of disadvantage in a school. Students with the highest level of need are targeted with the most funding 
to ensure schools have the resources to support them.    
 
SFOE information that parents provide directly affects the level of Social Disadvantage funding that a school will 
receive. Therefore, it is essential that schools: 

• ensure that their staff understand why SFOE data is needed and the benefits of ensuring there are no 
errors in data logged on CASES21 

• clearly explain to parents the importance of correctly completing the parent information form 
• have a process to ensure SFOE information is accurate and up-to-date 
• contact parents when occupation and/or education data is missing, incomplete or unclear 
• keep records to explain any changes or updates to data submitted by parents. 

 
CLASS PLACEMENT 
Class sizes 
Class sizes will be planned on 25 students per class as per the Victorian Government Schools Agreement (VGSA), 
however, this is not a class size cap and therefore this number can increase if new enrolments exceed exits after the 
planning phase. 
 
Certain subjects that have resourcing and safety restrictions will be capped as required (eg. Food Tech at 24, Wood 
Tech at 24). It is expected that when classes are to exceed 25 students that individual teachers will be consulted. The 
Daily Organiser and Timetabler will be kept informed to ensure most appropriate resourcing.  
 
In addition, the college has a soft cap of 23 students to classes for planning purposes. This is to allow for student 
movement between classes and for the possibility of new enrolments. This will be an aim but not an expectation. 
 
Student Placement into Classes 
Melba College works through a student’s class placement before the end of the school year in readiness for next 
school year. 
 
When forming classes for the next year, the following information will be considered by the current Sub-school 
Leaders and Year Level Leaders: 

• Gender Balance 
• Academic Needs and Balance 
• Behavioural Needs and Balance 
• Students with a Disability 
• English as an Additional Language Needs 
• Emotional and Social Needs 
• Friendship requests 
• Parental requests (where possible) 

The Principal and College Leadership reserve the right to place students into classes as required and based on 
information regarding friendships, behaviours, academic need and pathways. 
 
We understand that in certain situations, parents/guardians may like to request that a student be placed with a 
particular friend or in a particular class. Melba College recognises the importance of fostering and maintaining 
friendship groups. We also understand that it is equally important for students to mix and learn with peers who have 
different interests. 
 
Parents and Guardians Parents and guardians can make requests for class placement based on academic, social and 
emotional needs of the student. Requests for class placements must be made in writing, outlining who the student is 
to be placed with and why. Requests should be addressed to Sub-school Leader of the current year level. All requests 
must be made by the end of October of the year prior so that they can be considered when organising the classes for 
the following year. 
 
Melba College will not always be able to accommodate class placement requests, but will endeavour to take requests 
into consideration where possible. 
 
  



Requests for placement with certain teachers 
All teachers at Melba College are caring and committed educators. Melba College strives to ensure that all students 
are provided with high quality educational professionals. Whilst understanding the desire to place students with 
specific teachers, we are generally unable to accommodate these requests. 
 
Reallocation of students during the Year 
We do not reallocate students to different classes during the school year, unless exceptional circumstances or 
academic and pathway needs require reallocation. Parents will be advised of the situation if it arises. 
 
Requests for students to repeat a year level 
Melba College will follow the Department of Education and Training policy on Year Level Movement.  
 
We will regularly promote students to the next year level and will exercise our professional expertise and judgment in 
relation to these matters. Students are only able to repeat a year level in exceptional circumstances where Melba 
College Principal and College Leadership considers it is required for the long-term benefit of the student (e.g. 
considering their social, wellbeing and academic needs). 
 
Melba College will ensure that parents/guardians are advised of the options that we consider best to meet individual 
student needs. Students will not repeat a year level without the consent of parents/carers. 
 
RELATED DET POLICIES 

• Admission Policy 
• Attendance Policy 
• Decision Making Responsibilities for Students Policy 
• Enrolment Policy 
• Information Privacy Policy 
• International Student Program Policy and Guidelines 
• Placement Policy 
• Transition Policy 
• Transfers Policy 

 
RELATED LEGISLATION 

• Education and Training Reform Act 2006 
• Education and Training Reform Regulations 2017 
• Family Law Act 1975 
• Public Health and Wellbeing Act 2008 
• Public Health and Wellbeing Regulations 2009 

 
DET RESOURCES 

• Immicards Schools Bulletin  
• ISP Quality Standards and School Resources - see International Student Program Quality Standards for 

Schools, Quality Standard 6 - Student Support Services 
• Privacy: Information for Schools (staff access only) 
• Register of Delegations and Authorisations  for current delegations. 
• Student Enrolment Form (doc - 322kb) - schools can also access this form along with further resources on 

the CASES21 Portal  
• Student Family Occupation Education (SFOE} Portal    

 
 
POLICY REVIEW AND APPROVAL 
This policy will be reviewed as part of the Melba College’s three-year review cycle and/or any DET changes to 
Enrolment or Admission Policies. 
 

Policy last reviewed January 2024 
Person Responsible for Policy Development Assistant Principal - Accountabilities 
Approved by Principal  
Next scheduled review date January 2027 

  

https://www.education.vic.gov.au/school/principals/spag/participation/Pages/admission.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/attendance.aspx
https://www.education.vic.gov.au/school/principals/spag/safety/Pages/parentalresponsibility.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/enrolment.aspx
https://www.education.vic.gov.au/school/principals/spag/governance/pages/privacy.aspx
https://www.education.vic.gov.au/school/principals/spag/curriculum/pages/program.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/placement.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/transition.aspx
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/transfers.aspx
https://edugate.eduweb.vic.gov.au/newsevents/schoolbull/Pages/The-Australian-Migration-Status-ImmiCard-as-proof-of-identity-when-enrolling-children-in-schools.aspx
https://www.education.vic.gov.au/school/teachers/management/Pages/internationalstandards.aspx
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/2058/support_and_service_%28schools%29%252Flegal%252Ffoi%2c_privacy_and_copyright%252Fprivacy
https://edugate.eduweb.vic.gov.au/edrms/keyprocess/delegation/SitePages/default.aspx
https://www.education.vic.gov.au/Documents/school/principals/spag/participation/Student_Enrolment_Form.doc
https://edugate.eduweb.vic.gov.au/Services/bussys/cases21/Forms/Forms/AllItems.aspx
https://edugate.eduweb.vic.gov.au/Services/Finance/Pages/SFO.aspx
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