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Approved Authority Application an Australian Government Initiative
Approved Authority Application 
PURPOSE OF THE AAA FORM 
The AAA Form enables: 
        ●               An applicant to apply to be an Approved Authority (AA) under the Australian Education Act 2013 (AE Act) (new AA); and
        ●               An existing AA to vary any of their details contained in the form.
The AAA Form must be completed by the main contact or a key individual of the AA.
APPROVED AUTHORITY APPROVAL PROCESS 
An applicant must meet the requirements in the AE Act to be approved by the Minister. In particular, under the AE Act, an AA must:   
        ●               be a body corporate or body politic1;
        ●               not be conducting any of its school for profit;
        ●               be financially viable; 
        ●               be a fit and proper person; and 
        ●               for each school location and level of education it proposes to provide, the school is permitted under the law of the relevant State or Territory to provide that level of education at that location.
Matters that the Minister must have regard to for the purpose of determining whether an applicant to be an AA is ‘not-for-profit’, ‘financially viable’ and ‘fit and proper’, are located in Part 5, Division 1 of the Australian Education Regulation 2013 (AE Regulation).  
The Minister must also be satisfied that the applicant will be able to meet the ongoing policy requirements and ongoing funding requirements which are set out in section 77 and section 78 of the AE Act and the AE Regulation. 
NEW APPROVED AUTHORITY
For new AAs it should be noted that the approval process is not automatic and time will be needed to assess whether the applicant meets the requirements under the AE Act.     
EXISTING APPROVED AUTHORITY DETAILS
An existing AA is an entity that has been previously approved by the Minister as an AA. If an existing AA wishes to vary their details in the AAA Form (for example if they wish to add an additional school), they are able to do so, however any changes must be made by the AA main contact or AA key individuals.     
To vary details in the AAA Form, the existing AA must enter their client number into the form . The AA’s current details will populate the fields in the form. These details can then be changed by the existing AA.
If details for an existing AA are being varied, the AA will need to provide the relevant supporting documentation (such as Certificate of Registration, a Constitution or Certificate of Incorporation) to the Department of Education (the Department). If the Department requires further information, an e-mail will be sent to the AA’s main contact or key individual.     
RELEVANT LEGISLATION 
Australian Education Act 2013 which is available at www.comlaw.gov.au/Details/C2013A00067
Australian Education Regulations 2013 which are available at www.comlaw.gov.au/Details/F2013L01476
Ensure you have the Approved Authorities documents to support the application ready to download, such as, a certified copy of the applicant’s Certificate of Incorporation/Certificate of Registration or equivalent document, Constitution (such as the Memorandum or Articles of Association) and evidence of State Registration.
 
TO VIEW INSTRUCTIONS ON HOW TO COMPLETE THIS FORM CLICK ON THE        WHICH IS LOCATED IN THE RIGHT HAND CORNER OF EACH SECTION OF THE FORM TO CLOSE THE INSTRUCTIONS CLICK THE        AGAIN.
 
 Further assistance is available at grantsanddata.help@deewr.gov.au.
 
        1               Only applicants to be Approved Authorities for non-government schools will need to fill out this form (the AA for a government school is the relevant state or territory). Therefore for the purposes of this form, in practise the AA will only need to be a body corporate.
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Part  A - Approved Authority Details
Help on Part A - Approved Authority Details
New Approved Authority
 
Approved Authority Name
 
Provide the legal name (not the trading name) of the AA . For most bodies corporate, the legal name will be shown on the applicant’s Certificate of Incorporation.
 
The applicant is to provide its ABN and indicate if it is registered for GST.  
 
Approved Authority Address
 
Provide the physical office location of the AA. 
 
Approved Authority Postal Address
 
If applicable, provide the postal address of the AA. 
 
Tick the box if the postal address is the same as the location.
 
Please note, most correspondence will be sent to the postal address. 
 
Approved Authority Main Contact
 
Provide the name, position, e-mail address and telephone/mobile phone number of a person who will be the AA main contact. 
 
The AA main contact must be a key individual of the AA under the meaning given in section 4 of the AE Regulations. The person must be authorised to act on behalf of the AA and will be the first point of contact for the Department. 
 
The applicant should notify the Department immediately via the online form of any changes to the AA main contact.
 
Note the key individuals of an applicant are relevant to the assessment of the applicant’s fitness and propriety under the AE Act and Regulations. 
 
Approved Authority Key Individuals 
 
Provide the name and position of AA key individuals. These people must be key individuals of the AA under the meaning given in section 4 of the AE Regulation. They must be authorised to act on behalf of the applicant. 
 
The AA key individual will receive telephone calls and correspondence if the AA main contact is not available. The applicant should list a minimum of two people here and notify the Department immediately via the online form of any changes to AA key individuals.
 
Note the key individuals of an applicant are relevant to the assessment of the applicant’s fitness and propriety under the AE Act and Regulations
 
Approved Authority Bank Account Details 
 
Provide the name of the institution, BSB, account number and account name of the applicant. The bank account must be in the name of the proposed AA.
 
Relevant funding under the AE Act will be paid to this account via State/Territory Treasuries.  
 
Attachments
 
The applicant must attach the following documents relating to the applicant:
 
        ●          A certified copy of the applicant’s Certificate of Incorporation/Certificate of Registration or equivalent document. This certificate confirms that the applicant is registered as a legal entity; and 
        ●          A certified copy of the applicant’s Constitution (such as the Memorandum or Articles of Association). This can either be an up to date copy that includes all alterations or a copy of the original document together with copies of all resolutions altering or affecting the constitution. If the applicant does not have a Constitution, then attach documents that describe the way in which the governing body operates. 
 
1.
New Approved Authority
Yes No Horizontal Field cannot be left blank
Use your School Entry Point login to display the Approved Authority information.
Approved Authority AGEID
2.
Approved Authority Name
minimum character count
/
 characters entered, minimum 
x.
Check your ABN
x.
Registered for GST
aar007
Registered for GST
3.
Approved Authority Address
x.
x.
x.
x.
x.
4.
Approved Authority Postal Address
x.
x.
x.
x.
x.
5.
Approved Authority Main Contact
x.
x.
x.
x.
x.
x.
x.
6.
Approved Authority Key Individuals
(Individuals authorised to act on behalf of the Approved Authority under the Australian Education Act 2013, minimum of two individuals must be provided)
x.
x.
x.
x.
7.
Approved Authority Bank Details
Please provide the details of one bank account for use to receive program funding.  Please be aware that providing bank account details does not guarantee you will receive funding.
x.
x.
x.
x.
8.
Attachments 
Please attach the certificate of incorporation
File created dd/mm/yyyy, file size 4MB. 
Maximum attachment size 1MB. 
Supported attachment type for the certificate of incorporation is Word (.doc, .docx),  Rich Text File (.rtf), Portable Document Format (.pdf)
x.
Attachment
Please attach the entire constitution of your incorporated body, highlighting compliance with Section 26 of the Australian Education Act 2013 regulations 
File created dd/mm/yyyy, file size 4MB. 
Maximum attachment size 1MB.
Supported attachment type for the constitution is Word (.doc, .docx),  Rich Text File (.rtf), Portable Document Format (.pdf)
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Part  B -  School Details
Help on Part  B -  School Details 
SCHOOL DETAILS
 
Change of operations to existing school(s)
 
If an existing AA wishes to update information about an existing school, the AA needs to enter the client ID here. Once the client ID is entered, the existing school's details will pre-populate the form and the AA can update the school's details.
 
If an existing AA wishes to add an additional school, the AA needs to enter the client ID here and then fill out the `2. School Details' part of the form. 
 
School Details
 
An applicant for a new AA or an existing AA wishing to add an additional school will need to fill out school details here. 
 
School Name
 
Provide the name of the school as recorded on the State/Territory Registration Certificate.
 
School Suburb / Town
 
Provide the suburb/town of the school as recorded on the State/Territory Registration Certificate. If the school has additional locations, provide the suburb/town for each location.
 
Attachment – State/Territory Registration Certificate
 
The applicant should attach the State/Territory Registration Certificate for the school. This is evidence that the school has been registered by the relevant State/Territory government department.
 
State Education Registration Number
 
Provide the registration number allocated to the school by the relevant State/Territory government department. 
  
Affiliation
 
Affiliation categorises the school according to religious or philosophical affiliation. Schools with an affiliation other than those specified should be recorded in the 'Other' category.
 
Boarding
 
Specify Yes or No as to whether the school provides accommodation for students in residential facilities administered by the school. 
 
Distance Education
 
Specify Yes or No as to whether the school provides an approved distance education programme from a school location that is also in receipt of recurrent funding for day students. A school that provides distance education must be registered to provide this education by the relevant State or Territory government.
 
Note: A school where students undertake part of their schooling through a distance education school, for example, undertaking a subject which is not available at the regular school the students are enrolled at, does NOT fall into the distance education category. 
 
Special Assistance School
 
Specify Yes or No as to whether the school is a special assistance school. A special assistance school primarily caters for students with social, emotional or behavioural difficulties. A special assistance school needs to have been recognised by the relevant State/Territory Minister as a special assistance school. 
 
Additional attachments for State Education Minister's Approval 
 
If the school is classified as a special assistance school, the applicant will also need to provide a letter of approval from the Education Minister in the relevant State/Territory for the location at which the school is providing education.
 
If the school provides distance education, the applicant will need to provide evidence that the school has been recognised by the relevant State/Territory Minister or that it is registered by the State/Territory government to do so.
 
Year level Accreditation
 
Specify the year levels for which the school is accredited. 
 
School main contact
 
Provide the name, position, telephone/mobile phone number and email address of a contact at the school. This is usually the school’s Principal or Business Manager. This person may also be nominated as a main contact or key individual for the AA. 
1.
New schools can be added or existing schools updated
Use your School AGEID to display the school details you wish to update.
School AGEID
2.
School Details
x.
x.
x.
State registration certificate
Please attach your State Registration Certificate
File created dd/mm/yyyy, file size 4MB. 
Maximum attachment size 1MB.
Supported attachment type for the State Registration Certificate is Word (.doc, .docx),  Rich Text File (.rtf), Portable Document Format (.pdf)
x.
x.
x.
Boarding
Special assistance
aar036
x.
Distance Education
Special assistance
aar034
x.
Special School
Special School
aar030
x.
Special Assistance
Special assistance
aar032
x.
Attachment
Please attach your State Education Minister's Approval
File created dd/mm/yyyy, file size 4MB. 
Maximum attachment size 1MB.Supported attachment type for the State Education Minister's Approval is Word (.doc, .docx),  Rich Text File (.rtf), Portable Document Format (.pdf)
Year Level Accreditation
x.
School Main Contact
x.
x.
x.
x.
x.
x.
x.
2.
School Details
x.
x.
x.
State registration certificate
Please attach your State Registration Certificate
File created dd/mm/yyyy, file size 4MB. 
Maximum attachment size 1MB.
Supported attachment type for the State Registration Certificate is Word (.doc, .docx),  Rich Text File (.rtf), Portable Document Format (.pdf)
x.
x.
x.
Boarding
Special assistance
Yes No Horizontal Field cannot be left blank
x.
Distance Education
Special assistance
Yes No Horizontal Field cannot be left blank
x.
Special School
Special School
Yes No Horizontal Field cannot be left blank
x.
Special Assistance
Special assistance
Yes No Horizontal Field cannot be left blank
x.
Attachment
Please attach your State Education Minister's Approval
File created dd/mm/yyyy, file size 4MB. 
Maximum attachment size 1MB.Supported attachment type for the State Education Minister's Approval is Word (.doc, .docx),  Rich Text File (.rtf), Portable Document Format (.pdf)
Year Level Accreditation
x.
School Main Contact
x.
x.
x.
x.
x.
x.
x.
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Part  C -  Enrolments
Help on Part  C -  Enrolments
STATEMENT OF ENROLMENTS SPREADSHEET
 
Note a separate Statement of Enrolments must be provided for each location.
 
Click on link to Statement of Enrolments
 
Provide the date, location, number and Full Time Equivalent (FTE) of students formally enrolled and in attendance on a daily basis. 
 
Enrolment date
 
Provide the date the school commenced providing primary and/or secondary education to students enrolled and attending the location on a daily basis.  
 
All students
 
Provide the total number and FTE of students by year, including Indigenous and Students With a Disability enrolled and attending on a daily basis except for Distance Education Students and overseas students ineligible for funding under the AE Act;
 
Indigenous students only
 
Provide the number and FTE of students by year of Aboriginal or Torres Strait Islander descent.
 
Students with a disability only
 
Provide the number and FTE of students by year who has been assessed by a person with relevant qualifications as having intellectual, sensory, physical, social/emotional or multiple impairments to a degree that satisfies the criteria for enrolment in special education services or programs provided by the State or Territory);
 
Distance education only
 
Provide the number and FTE of students by year who do not attend the school but who are undertaking education via an approved Distance Education program from a school location also in receipt of recurrent funding for day students.
 
Do not include the following students
  
        ●          Pre-school students (that is before the first formal year of primary education in particular states); or  
        ●          Overseas students ineligible for funding under the AE Act; or  
        ●          Home education students; or  
        ●          Distance Education (DE) students unless the school is providing education via an approved Distance Education program from a school location also in receipt of recurrent funding. 
 
In States and Territories where there is no specific registration or formal recognition of distance education provision in the non-government sector, State or Territory recurrent funding of these students will be accepted as evidence of recognition by the appropriate authorities.
 
Note: Enrolments and the final entitlement for a school is not known until the Commonwealth non-government schools census is finalised in August and a payment made in October. 
1.
Statement of Enrolments Attachment
Please attach your Statement of Enrolments Template
File created dd/mm/yyyy, file size 4MB. 
Maximum attachment size 1MB.
Supported attachment type for the SOE Attachment is Excel (.xls, .xlsx),  Comma Separated Values (.csv)
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Part  D -  Summary of Changes
Help on Part  D -  Summary of Changes
SUMMARY OF CHANGES
 
This section shows a history of changes to the AAA Form, eg; the type of change, the date of effect of the change and before and after details. 
 
No changes have been made yet
 
Refer to sections above for details of the new Approved Authority
Field
Original Value
Proposed Value
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Part  E -  Declarations
Help on Part  E -  Declarations
Declarations
  
The applicant needs to make the declarations at Part E of the AAA Form, details of which are set out below.
 
A key individual of an Approved Authority: 
 
The person filling out the form declares that they are a key individual of the applicant under section 4 of the AE Regulation. Under the AE Regulations a key individual:
 
        ●               is an officer of the AA within the meaning of section 9 of the Corporations Act 2001 (Cth); or
        ●               is responsible for executive decisions of the AA; or
        ●               is concerned with or takes part in the management of the AA; or
        ●               manages or supervisors the provision of school education for the AA under an arrangement with the AA.
  
Correct Information
 
The person filling out the form declares of behalf of the applicant that the information provided in the AAA Form is complete and correct.
  
False or misleading information
  
The person filling out the form acknowledges that providing false or misleading information to the Australian Government in relation to details in the form may be an offence under Part 7.4, Division 136 of the Commonwealth Criminal Code Act 1995.
  
Meets the requirements in the AE Act and AE Regulations
  
The person filling out the form declares on behalf of the applicant that they meet the requirements in section 75 of the AE Act and section 26, 27 and 28 of the AE Regulation.
 
The applicant must complete and attach the Fit and Proper Person Requirement Declaration if they are applying to be a new AA.
  
Attachment
 
If the applicant needs to provide additional information in relation to the fit and proper person requirements, please attach the document containing the additional information here.  
Click here to view the Privacy Notice.
 
I declare that:
x.
x.
x.
x.
x.
Attachment
Please attach your Fit and Proper Declaration
File created dd/mm/yyyy, file size 4MB. 
Maximum attachment size 1MB.
Supported attachment type for the Fit and Proper Person Test is Word (.doc, .docx),  Rich Text File (.rtf), Portable Document Format (.pdf)
Completing this form
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Completing this form
Help on Completing this form
The main contact or a key individual for the AA must complete this form.
 
Save to my computer
 
‘Save to my computer’ gives the person filling out the form on behalf of the applicant the option to save the form to their computer and complete it at another time.
 
Submit to School Entry Point
 
Press this button to submit to the Department of Education’s School Entry Point (SEP).
 
Submit failed
 
If there are any errors the submission will fail, an error log will display the errors found and provide possible reasons for the failure.
 
Once the errors have been fixed you will able to submit your data to SEP. 
 
Once you have submitted your form a reference number will be emailed to you to confirm the data has been submitted successfully.
 

							'Save to my computer' allows you to save a draft copy of your 
								
								
									
								
								 to your local computer so you can access the application without being connected to the internet.
							
Or
To Submit to the Department of Education, enter your  Username and Password then select 'Submit to School Entry Point '. 

	'Submit to School Entry Point
		' allows you to submit your completed  
			
		 to the Department of Education for processing.  User Id and Password must be supplied above.
	
Form Submitted
Help on Form Submitted
Gives you the option to save to your computer and complete at another time.   You can also ‘Print’ to keep a copy for your records.
Your  has been successfully submitted to .
For your records, we recommend that you print this form and/or save it to your computer.  Your Reference number will be used in all future correspondence regarding the form.
Submit Failed
Help on Submit Failed
If there are any errors the submission will fail, an error log will display the errors found and provide possible reasons for the failure.   Once the errors have been fixed you will able to submit your data to the Department of Education’s School Entry Point (SEP).    Once you have submitted your form a reference number will be emailed to you to confirm the data has been submitted successfully.  
Your form failed to Submit to , possible causes:
    ·          You may not be connected to the Internet. 
    ·          You may be using an Adobe Reader version that is older than the recommended version. 
    ·          Your Adobe Reader security settings may prevent communication with external websites. 
    ·          You may have a corporate firewall that prevents communication with external websites. 
If you have resolved the issue and you want to try submitting again:
Click the 'Submit to School Entry Point' button to re-attempt submitting your form to the Department of Education for processing.
If you are still experiencing problems submitting your form, please contact your local IT support or contact the Department of Education Helpdesk on  for assistance.
Errors found in form
Help on Errors found in form
To go directly to the errors in the form, double click on the error message(s) provided below.  To return to the error messages click the red error icon next to the invalid field.  Hover over the error icon to see the messages relating to that field.  If an error message is truncated in the list below, select the message with your mouse and wait for the popup message with the complete text.
The following errors were found in the form. Please correct them before attempting to submit the form. 
If you have any issues completing the form, contact the Department of Education Helpdesk on 
1300 363 079 for assistance.
To go directly to the errors in the form, double click on the error message(s) provided below:
<semis:attachmentAttributes businessType="SupportingDocumentation" reference="" xmlns:semis="http://deewr.gov.au/SEMIS"/>
<semis:attachmentAttributes businessType="SupportingDocumentation" reference="" xmlns:semis="http://deewr.gov.au/SEMIS"/>
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