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Information for Attendance Service Providers

Practice Guide – Manual Non-Enrolment requests 

Purpose
This guidance explains when and how an Attendance Service Provider can submit a manual Non-Enrolment (NE) form. 
In most situations, the school should submit the NEN through ENROL. A manual NE form should only be used when the standard school process cannot reasonably be completed.
What you need to know
All registered schools in New Zealand are required to submit NEN via ENROL when appropriate (Education Circular 2013/21 - Ministry of Education). The process for schools is explained here: https://applications.education.govt.nz/enrol/enrol/enrol-guidelines 

In exceptional circumstances it may not be possible for the school to complete a NEN through ENROL.   In these cases, a manual NE form may be completed and sent to the Ministry so that a non-enrolment case may be generated in AS-CMS.

Note: the requirement for schools to use ENROL is legislated. School workload, perceived delays or inconvenience are not sufficient reasons to use the manual NE process.
When a manual NE form can be used
A manual NE form can be submitted when the standard NEN process cannot reasonably be completed. This includes when the child/young person:
· has not been enrolled in a registered school in NZ, regardless of whether they have attended Early Childhood Education in NZ
· has never been enrolled in any education setting
· has not been enrolled in a New Zealand school for several years and it is no longer practical to ask their last school to submit the NEN for example they have recently returned to NZ
· has been granted an Early Leaving Exemption (ELX) which has been revoked due to non-attendance, and they have not re-enrolled in school 

CIT will assess each request against these criteria. Requests that do not meet the criteria will be declined.  
Requesting and submitting a manual NE form
To request a copy of the manual NE form, email: Attendance.Service@education.govt.nz 
Once completed, send the form to: non.enrolment@education.govt.nz 
CIT will review the request and determine whether the circumstances meet the criteria for a manual NE case.
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