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Non-state school (NSS) 
principal submits SDE application 

for student enrolment form 
(non-state school-based 

students) to the SDE on behalf of 
the student 

SDE principal 
determines whether the 
prospective student is 

entitled 
to be enrolled

 
 

YES 

 
 

SDE principal notifies 
NSS principal 

 
 
 

 
 
 
 
 
 
 
 
 

 

 
 
 

SDE principal notifies 
NSS principal 

 
 

 

 
 
 

 
 
 

NSS principal submits 
Application for fee waiver with 
supporting documentation to 

the SDE on behalf 
of the student. 

 
 
 
 

 
 
Final view is to not grant waiver 

 
 

Preliminary view is to 
not grant waiver 

 
SDE principal 

considers application for 
fee waiver 

Waiver is granted  
 
 

 
If partial waiver granted 

 
 
 

SDE invoices NSS for 
any fee owing and 
records fee history 

in OneSchool 
 
 

Waiver is granted 
 
 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/distance-education-enrolment-and-fees-procedure to ensure you have the most current version of this document 

 
SDE principal notifies the NSS principal 

using Decision notice – distance education 
fee waiver granted 

SDE principal notifies the NSS 
Principal of decision using 
Decision notice – distance 

education fee waiver not granted. 

SDE principal notifies the NSS principal 
using Preliminary view notice – distance 

education fee waiver not granted and 
ensures NSS principal is given opportunity to 

submit further information to support 
their application 

SDE commences provision of service to student as soon 
as practicable (e.g. from their intended start date). 

 
SDE enters enrolment information in OneSchool 

and records SDE enrolment details and fee history in 
OneSchool 
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NO 

An SDE principal may only end a student's enrolment if certain circumstances are met. 
This includes if the fee for distance education has not been paid. 

If fees are outstanding, refer to department’s Debt management procedure for 
guidance. Where reasonable attempts to acquire payment are unsuccessful, issue a 

Show Cause – Intention to Cancel Enrolment letter. 
A student’s enrolment may be cancelled where the fee has not been paid and no 

reasonable explanation has been provided by the person liable to pay the fee. 

NSS principal does not submit 
an application for a fee waiver 

SDE principal 
considers any 

submission(s) received 
in response to the 
preliminary view 
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