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ENROLMENT POLICY 2022
VALUES:

The Kindergarten is committed to:

· Equal access for all children

· Meeting the needs of the local community

· Complying with the Education & Care Services National Regulations under the Education & Care Services National Law Act 2010.
· Complying with the Department of Education and Training (DET) funding requirements relating to the enrolment of children in government funded kindergarten places

· Maintaining confidentiality in relation to the details on enrolment forms.
PURPOSE: 
This policy will outline:

· The criteria for enrolment at Yackandandah Kindergarten.

· The process to be followed when enrolling a child in the three-year-old, four-year old, and non-funded programs and the basis on which places within the programs will be allocated.
SCOPE:

This policy applies to the Approved Provider, Nominated Supervisor, educators, staff and parents/guardians who wish to enrol or have already enrolled their child at Yackandandah Kindergarten.
BACKGROUND:
Policy Statement

The Education and Care Services National Regulations 2011 require approved services to have a policy and procedures in place in relation to enrolment and orientation (Regulation 168 (2) (k)).

It is intended that all eligible children (refer to Definitions) will have access to two years of kindergarten before commencing school.  Where demand is higher than availability, a priority system for access must be determined by the Approved Provider in order to allocate the available places.  The criteria used to determine the allocation of places will vary from service to service, but is generally based on a service’s philosophy, values and beliefs, and the provisions of the Equal Opportunity Act 2012.  The Victorian Government requires funded organisations to ensure that their policies and procedures promote equal opportunity for all children.  Criteria for access and inclusion are outlined in The Kindergarten Guide (refer to Sources).  

DEFINITIONS:

Authorised nominee: (in relation to this policy) is a person who has been given written authority by the parents/guardians of a child to collect that child from the education and care service.  These details will  be on the child’s enrolment form.
Eligible Child:  A child who meets the criteria outlined in The Kindergarten Guide.

Enrolment application form:  A form to apply for a place at the service.

Enrolment application fee:  A payment to cover administrative costs associated with the processing of a child’s enrolment application for a place in a program at the service.

Enrolment record:  Contains information on each child, as required under the National Regulations, including contact details, names of authorised nominees, names of persons authorised to consent to medical treatment or to authorise administration of medication, names of persons authorised to take the child outside the service, details of any court orders, personal and health information including specific healthcare needs, medical management plans and dietary restrictions etc. (Regulations 160, 161, 162).  This information is kept confidential by the service.
Fees:  A charge for a place within a program at the service.
PROCEDURES:
The Management Committee is responsible for:
· Determining the criteria for priority of access to kindergarten programs based on funding requirements and the kindergarten’s philosophy statement
· Developing procedures that will ensure all eligible families are aware of and able to access a kindergarten program and considering any barriers that may exist

· Providing a locked secure file for the storage of completed enrolment forms (refer to Privacy policy)

· Providing opportunities (in consultation with staff) for interested families to attend the service during operational hours to view the program

· Ensuring enrolment forms comply with the requirements of the National Regulations.
· Ensuring the Enrolment Policy is readily accessible at the centre.
The Director (or delegated person) is responsible for:

· Day-to-day implementation of this policy

· Responding to enquiries regarding the enrolment process

· Reviewing enrolment applications to identify children with additional needs (refer to the Inclusion and Equity policy) and advising the relevant teacher/staff
· Interviewing families for the purpose of enrolment
· Offering places and providing relevant paperwork to families in accordance with this policy

· Providing a monthly report to the committee regarding the status of enrolments and any difficulties encountered

· Complying with the service’s Privacy policy.
Administration Officer/Educational Leader are responsible for:

· Coordinating, where requested, tours of the kindergarten and providing information 

on the program to parents or guardians of prospective children
· Ensuring enrolment application forms (see Attachment 2) are current and accessible to applicants, and have a copy of the Enrolment policy attached
· Providing current Enrolment Application forms to interested applicants

· Receiving and dating Enrolment Application and Acceptance forms
· Processing enrolments and maintaining a waiting list

· Responding to enrolment enquiries on a day-to-day basis and referring people to the Director as required

· Responding to family enquiries regarding their child’s readiness for the program in which they are considering enrolling their child

· Complying with the service’s Privacy policy in relation to the collection and management of children’s enrolment information
· Storing completed enrolment application forms, as soon as is practical, in a lockable file 
· Ensuring that enrolment forms are fully completed before the child commences the program.

· Ensuring the eligibility of children for the enrolled program as determined by date of birth as stated on the Enrolment form

The families are responsible for:

· Assessing the kindergarten meets their child’s needs and requirements (a tour of the kindergarten can be arranged with the Director to assist with this assessment)

· Advising the service if their child is enrolled to attend more than one funded kindergarten program in the same year, and sign a declaration stating at which kindergarten their child will receive the funding

· Parents should be aware of DET requirements for accessing a second year of funded four-year-old kindergarten (refer to the DET Information kit regarding the process to determine eligibility for a second year of funded kindergarten available at the kindergarten.
· Fully completing enrolment forms [including providing Birth Certificate, current Medicare Immunisation History Statement [medical condition management plan, Court Orders etc where applicable] prior to their child’s commencement at the service (a child is unable to commence until all forms have been completed and returned)
· Providing the service management, as early as is practical, with any additional needs information that will assist the centre with catering to their child’s additional needs

· Updating information by notifying the service management in writing of any changes to enrolment information

· Directing any queries regarding the enrolment process to the kindergarten administration officer in the first instance
· Abiding by the intent of the State Government’s No Jab No Play Legislation.”

ATTACHMENTS:
General Enrolment Procedures 
Sample Enrolment Form 

RESPONSIBILITY:
The Enrolment Policy is the shared responsibility of the Yackandandah Primary School Council and the Kindergarten Committee of Management. 
LEGISLATION AND STANDARDS

Relevant legislation and standards include but are not limited to:

· A New Tax System (Family Assistance) Act 1999
· Charter of Human Rights and Responsibilities Act 2006 (Vic)
· Children, Youth and Families Act 2005 (Vic)
· Child Wellbeing and Safety Act 2005 (Vic)
· Disability Discrimination Act 1992 (Commonwealth)
· Education and Care Services National Law Act 2010
· Education and Care Services National Regulations 2011: Regulations 160, 161, 162, 177, 183
· Equal Opportunity Act 2010 (Vic)

· Family Assistance Legislation Amendment (Child Care Rebate) Act 2011
· National Quality Standard, Quality Area 6: Collaborative Partnerships with Families and Communities

· Standard 6.1: Respectful and supportive relationships with families are developed and maintained

· Element 6.1.1: There is an effective enrolment and orientation process for families
The most current amendments to listed legislation can be found at:

· Victorian Legislation – Victorian Law Today: http://www.legislation.vic.gov.au/
· Commonwealth Legislation – ComLaw: http://www.comlaw.gov.au/ 
ASSOCIATED POLICIES / DOCUMENTS:
· Guide to the Education and Care Services National Law and the Education and Care Services National Regulations 2011, www.acecqa.gov.au 

· Guide to the National Quality Standard: www.acecqa.gov.au 

· Priority for allocating places in child care services: http://education.gov.au/priority-allocating-places 

· The Kindergarten Guide (Department of Education and Training): http://www.education.vic.gov.au/childhood/providers/funding/Pages/default.aspx 

· Victorian State Government No Jab No Play Legislation 2018
· Acceptance and Refusal of Authorisations Policy

· Complaints and Grievances Policy

· Fees Policy

· Inclusion and Equity Policy

· Privacy and Confidentiality Policy

· Delivery & Collection of Children Policy

· Infectious Diseases Policy

REVIEW:

In accordance with the Policy Review Table, the Enrolment Policy will be scheduled for review in 2023.
ATTACHMENT 1.

General Enrolment Procedures Yackandandah Kindergarten
Enrolment process 

1.1  To enrol at Yackandandah Kindergarten  a completed four-year-old or three-year-old kindergarten enrolment form, must to be submitted to the Kindergarten  as directed by Yackandandah Primary School management. Part of the application process requires a $30 non-refundable enrolment fee to be paid to the Yackandandah Primary School.
Applications are taken by the kindergarten in date received order.

An Enrolment form is available from the Yackandandah Kindergarten office or on the website at www.yackandandahkinder.com.au 
The completed Enrolment form can be delivered to the kindergarten in person, emailed to the kindergarten or mailed to: Yackandandah Kindergarten, 30 Isaacs Avenue, Yackandandah. A $30 non-refundable enrolment fee is to be paid to the Yackandandah Primary School (paid by direct deposit to the school – refer to Fees Policy 3.2).

Once an enrolment form has been issued to families and is returned fully completed to the kinder, it is taken as an acknowledgement that the kindergarten policies contained within have been read and accepted by the family. [All policies are readily available at the Kindergarten]. 

On receipt of an application, a letter acknowledging is sent to the family via email/post. Families will then be contacted by email or phone to arrange an interview time and date. A letter of interview date and time confirmation will then be sent via email/post. At the time of interview, families are requested to make payment of the non-refundable enrolment to the YPS (once receipted, this fee is non-refundable).  
Upon completion of interview with the Director/Educator, families are then emailed/posted a letter confirming their child’s successful enrolment; days, session times, teacher(s).
Refer to the Fees Policy (4.7 Withdrawals and refund of fees) if a full year is not completed. 
 1.2  Selection process 
Age of Children (see 1.5 Eligible Children)
There is a maximum of 44 places available for 4 year old funded Kindergarten.
There is a maximum of 44 places available for 3 year old  funded Kindergarten (Mon, Wed & Fri) 
 22 non-funded places. 
First enrolments open in April, where local children will have priority. Where there is pressure for places, priority of access will be given, in the first instance, to people who reside in Yackandandah, Osbornes Flat, Staghorn Flat, Indigo Valley and Wooragee.  A post code criteria is used to assess eligibility for our kindergarten.

Priority of Access as determined by the Department of Education:
Service providers must notify all families of the priority of access policy that applies when they enrol their child.

In instances where more eligible children apply for a place at a kindergarten service than there are places available, services must prioritise children based on the criteria below: 

· Work with other local kindergarten services and the regional Department office to ensure all eligible children have access to a kindergarten place. 

· This criteria must be used by services providers when prioritising enrolments. Funding guidance is available from the Department's regional offices if required.

· High Priority Children ie: known to Child Protection / Out-of-Home Care / Child FIRST

· Aboriginal / Torres Strait Islander children  

· Asylum seekers and refugee children

· Children with additional needs

Changes to contact details or year of attendance are to be advised directly to the Kindergarten Administration Officer.  
1.3 Session allocation

Sessions will be allocated to each child accepting a place. Parents will be given the opportunity to submit their preferred sessions upon payment of the Enrolment fee. The Administration Officer and Approved Provider/ Principal will be responsible for managing the allocation of sessions.  The process of session allocation is a time-consuming task and not all requests can be met. Some flexibility by parents is usually required. A waiting list is maintained for those children who do not succeed in gaining their first session preference. If a vacancy occurs for a preferred session, the Administration Officer will direct the offer to the first family on the waiting list.
Session allocation for each child is determined by taking into account parent preferences and:

· original enrolment application date

· availability of requested preferences
· structure of program delivery

· the needs of all children

· maintaining sufficient children allocated for each session of Kindergarten to be viable to run.
Each family will be notified of their allocated session as soon as possible via an enrolment confirmation letter. All requests for change must be directed to the Administration Officer, Director or Approved Provider.
Requests for occasional swapping of days, as a result of family occasions or public holidays occurring on their child’s nominated days, will be considered by Approved Provider/ Principal, Administration Officer and Director. 

Fees are still payable for any missed session due to illness, travel or other inability to attend. 
1.4 Funding

All places in funded kindergarten are offered subject to State Government funding via DET. No child can attend two funded kindergarten programs in the same year at different kindergartens.
The Yackandandah Primary School Council is bound by the funding and service agreement issued by DET. Should the funding be substantially altered (either increased or decreased) the Yackandandah Primary School Council reserves the right to alter the number of places offered accordingly. Should actual enrolment numbers exceed or fall short of the quota for the program, the Yackandandah Primary School Council will re-evaluate the services offered and may change the hours or increase or decrease the number of groups.
1.5 Eligible Children
Eligible children for 4 year old kinder are those who:
· Have not already attended a subsidised four-year-old kindergarten program

· Will not be attending another subsidised four-year-old kindergarten program in the same year at another kindergarten

· Have successfully applied for and secured approved documentation for a second year of funded four-year-old kindergarten
· Have turned four years old on or before 30 April in the year they attend 4 year old sessions

· Aged five on or before 30 April and are eligible to access the place reserved in a group for children with additional needs

· Are younger than four years and the family have requested early age entry from DET or the non-government school the child is to attend.  This is on the understanding that funded places will need to be forfeited to any new children wishing to enrol at the kinder during the year. Fees for the normal four-year-old sessions will be charged.  Children attending under this scheme will still be considered as new enrolments in the year they attain four years of age on or before 30th April and thus will attract government funding in that year.  
· Turn six years and have received an exemption from school entry age requirements from DET
· Were eligible to attend in the previous year, however, deferred or withdrew from the centre on or before the last day of Term two

· Four-year-old Aboriginal and Torres Strait Islander children whose families are in receipt of a concession card. These children are able to attend up to 15 hours a week of a funded early childhood program planned and delivered by a qualified early childhood teacher.
Eligible children for 3 year old kinder are those who:

· Are three years of age by the time they commence at the kindergarten.  Children may attend prior to turning three as long as a parent or guardian attends with them or the Service can cover staff ratios. 

· Have not already attended a subsidised three-year-old kindergarten program

· Will not be attending another subsidised three-year-old kindergarten program in the same year at another kindergarten
· Have turned four years old on or before 30 April in the year they attend 3 year old sessions
1.6 School Readiness
· Government funding is available for two years in any kindergarten nationwide. The only exceptions to this are:

· If a child in their first year of four-year-old kindergarten is withdrawn by the last day of the second term. Government funding is then available for the following year.
· If a child has been assessed by an independent early childhood professional as having delayed development identified in two or more areas. All applications for a second year of funded four-year-old kindergarten are to be directed to the Educational leader or the Approved Provider / Director. 
· If a parent decides to send their child to a second year of 4 year old kindergarten this will not be funded by DET unless a Second Year Declaration has been approved by DET. The Committee encourages all families to be aware of the Department's funding criteria and a copy of the DET Information kit regarding the process to determine eligibility for a second year of funded kindergarten is available at the kindergarten or from the Principal.
· To apply for a second, privately funded, year of four-year-old kindergarten, families are required to advise the Approved Provider / Director in writing by the end of the kindergarten year. Priority is given to those children applying for their first year of four-year-old kindergarten. 2.8. Deferring a funded kindergarten year.
· Due to high demand for places in the four-year-old program, a privately funded second year of kindergarten may only be available if vacancies remain in the four-year-old program as at 31 January of the kindergarten year.

Children who leave the Kindergarten with the intention of deferring their funded kindergarten year do not forfeit their eligibility for funding the next year.
1.7 Withdrawing

· Four weeks’ notice in writing is required if a child is to be withdrawn from kindergarten prior to the end of the year. Written notice of withdrawal must state the last date of attendance and be addressed to the Administration Officer who will inform all staff.  

· Refer to the Fees Policy (4.7 Withdrawals and refund of fees) for further information.
1.8. Late Commencement

· If vacancies become available in the funded kindergarten program the service will contact the next person on the waitlist and an offer will be made to that person by telephone or email.

· A meeting with the Director & Administration Officer before the child’s commencement will be required for completion of the necessary paperwork. 
ATTACHMENT 1  - 2022 ENROLMENT FORM AS ATTACHED
C:Yack Kinder/Policy Docs/2016-2022 POLICY CURRENT Documents/Enrolment Policy 2022

