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Croydon Central Kindergarten Inc. 

Enrolment Policy  

1. Authorisation 
This policy was adopted by the Croydon Central Kindergarten Inc. Committee of Management, at the 
Committee meeting July 2009.  
 

2. Review Date 

This policy will be reviewed annually (in July) or varied earlier if necessary, and the Committee will 
within 28 days of making any change, notify the parents/guardians of the children attending, of that 
change. 
 

3. Scope 

This policy applies to the Committee, staff, and parents/guardians who wish to have their children 
enrolled at CCK, or have children already enrolled at CCK. 
 

4. Background and Legislation 

Background 

A range of selection criteria are used by services in selecting children for a preschool program. CCK is a 
participant in the MIKA central enrolment scheme and as such complies with the enrolment criteria of 
that scheme. 

Legislation 

 The Children’s Services Act 1996. 

 The Children’s Service’s Regulations 1998. 

 The Equal Opportunity Act (Victoria) 1995. 

 The Sex Discrimination Act (Commonwealth) 1975. 

 The Disability Discrimination Act (Commonwealth) 1992. 

 The Human Rights and Equal Opportunity Commission Act (Commonwealth) 1986. 

 

5. Definitions 

CCK:  Croydon Central Kindergarten Inc. 
Children with Additional Needs: Children whose development or physical condition needs specialist 
support. 
Deferrals:  A child who does not attend in the year when the child is eligible for a funded preschool 
place, or officially withdraws from Croydon Central Kindergarten Inc. on or before the last day of term 
one. These children are considered by DHS not to have accessed a year of funded preschool, and are 
therefore eligible for DHS funding in the following year. 
DHS:  Department of Human Services. 
Enrolment Application Form:  A form to apply for a 4 year old or 3 year old preschool place at Croydon 
central Kindergarten Inc. 
Enrolment Form:  A form, which collects details about the preschool child. This is completed after a 
place has been offered by Croydon Central Kindergarten Inc and accepted by the applicant. 
Fees:  A payment for a place within a program at Croydon Central Kindergarten Inc. These include 
enrolment application fee, deposit to reserve a place, term fees etc. 
MIKA:  Maroondah Integrated Kinder Association. 
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Selection Criteria:  The criteria under which applications for the enrolment of children are accepted for 
Croydon Central Kindergarten Inc., and places in the programs offered by Croydon Central Kindergarten 
Inc are allocated. 
Siblings:  Sisters and brothers. 
Vacancy:  A place in a program that becomes free as a result of a child leaving Croydon Central 
Kindergarten Inc, or is available because all places are not filled. 
Vacant Funded Place:  A government funded place at Croydon Central Kindergarten Inc. from which a 
child has withdrawn. 
 

6. Policy Statement 

Values 

The CCK is committed to: 

 Equal access for all children, based on the selection criteria set out in this policy. 

 Compliance with the Children’s Services Regulations 1998. 

 Compliance with the DHS funding requirements relating to the enrolment of children in 
government funded preschool places. 

  Maintaining confidentiality in relation to the details on enrolment forms. 
Purpose 
This policy will outline, for current and future users, staff and the Committee: 

 The criteria for enrolment at CCK. 

 The process to be followed when enrolling a child, and the basis on which places within the 
programs are allocated. 
 

7. Procedures 

After consultation with the current and future users of CCK, the committee will determine the programs 
and hours of attendance to be offered at CCK, based on enrolments received and the financial viability 
of the programs to be offered. 
 

General Enrolment Procedures. 
1. Application for a place. 

 Enrolment applications for children to attend the CCK from parent/guardians will be accepted 
any time after the child has turned 2 years of age for a 3 year old position the following year. 

 Enrolment Application Forms are available from the CCK and one is attached to this policy. 

 A separate application form must be completed for each child, for each proposed year of 
attendance at CCK. 

 A copy of the child’s birth certificate must accompany all applications. 

 All applications must be accompanied by a non-refundable (see Fee Policy) enrolment 
application fee of $50.00 

 Completed Enrolment Application Forms are to be forwarded to MIKA. MIKA is the central 
processing centre for all 3 and 4 year old placings in Maroondah Kindergartens. 

 Access to completed forms Enrolment Application Forms will be restricted to the Enrolment 
Officer ( or delegated person), teacher, President and Secretary, unless otherwise specified by 
the committee. 

 
2. Applications for children with additional needs. 

 Children assessed by the DHS specialist children’s services team as having additional 
developmental needs may access a second year of funded preschool. Strict eligibility criteria 
apply to the second year of funded preschool. (Refer to the DHS preschool funding criteria). 
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 Parents/guardians of children applying for a second year of funded preschool must submit an 
Enrolment Application Form for a second year. This needs to be clearly marked ‘Second Year’. 

3. Closing dates for applications. 

 The closing dates for enrolment applications to be submitted to MIKA are as follows: 
 For children in the 4 year old program, 30th June in the year prior to their attendance. 
 For children in the 3 year old program, 30th June in the year prior to attendance. 

Children can apply if they are 2 years old as long as they are 3 before the 30th April in 
the year that they will be attending. Children can’t attend the kindergarten until they 
have had their 3rd birthday. 

4. Procedure for a Late Application for Enrolment. 

 Applications received after the closing date will go to the end of the waiting list and will be 
allocated places if available, in accordance with the date of receipt of application. (Earliest date 
first). 

5. Allocation of places. 

 Places will be allocated to eligible children who are on the waiting list in accordance with the 
selection criteria of MIKA. Applicants who have been successful will be notified and provided 
with an Enrolment Form to complete prior to their attendance. 

 Applicants who have been unsuccessful will be informed and placed on a waiting list. 

 Parents/guardians who do not wish to accept the offer of a place, or withdraw their enrolment, 
will be required to notify the Committee in writing as soon as possible. 

 Places will not be allocated to children until any substantial debt owed by the family to CCK is 
paid, or a payment plan is agreed between the family and CCK. 

 
 

Enrolment in Four Year Old Program 
 
Placement for 4-year-old kinder is decided by MIKA. All four year old enrolments are to be submitted 
to MIKA by the 30th June of the preceding year.Any child who has notified CCK of their application for 
a second year of funded 4 year  old kinder ,need not apply through MIKA but by CCK  directly. 
 

1. Selection Criteria for Four Year Old Children 
 

The following children are eligible for attendance in the four year old preschool program: 

 Children who will have turned four years of age by 30th April in the year that they would attend 
preschool. 

 Children who have received funding for a second year of four year old preschool. 

 Children who were eligible to attend in the previous year but: 
a.      Deferred. 
b. Withdrew from CCK on or before the last day of term one. 

 Children turning six years of age in their year at preschool who have been granted an exemption 
from school entry age requirements by their regional office of the Department of Education, 
Employment and Training. (Refer to the DHS preschool funding criteria). 

 Children who are younger than the eligible age, but whose parents/guardians have submitted a 
written request for their child to attend school the following year to their regional office of the 
Department of Education, Employment and Training (DEET). A copy of the written request must 
be attached with the application. Parents/guardians are advised that very few requests are 
approved by DEET. If the child attends preschool early, but does not proceed onto school the 
following year, the child will be unable to access another year unless they are funded by the DHS 
for a second year. (Refer to the DHA preschool funding criteria). 

 



Revision: June 2009    Enrolment Policy          Page 4 of 5 

 

The selection criteria to be used, if there are more applications than places available, are: 
1. Children who have received funding for a second year of four year old kindergarten 
2. Children who were eligible to attend in the previous year but deferred or withdrew from CCK on or 
before the last day of term one. 
3. MIKA allocates positions at the kindergarten based on application received by the 30th June and the 
by residential distance from the kindergarten. 
 

2. Offers of Places for Four Year Old Children 
 

 Offers of places for four year old groups will be posted to applicants in early August in the year 
preceding attendance. 

 Second and third round offers will be made 4 weeks after first/second round offers. 

 Applicants who are unsuccessful will be notified in writing that they were not allocated a place 
and advised of their position on the waiting list. 

 An Acceptance Form will be sent out and a deposit of $50.00 must be included when the form is 
returned. The deposit must be paid by the 31st August to hold the place for the following year.  

 An Enrolment Form and other relevant information will be provided after the place is accepted 
and deposit paid. 

 Term one fees are to be paid at Croydon Central Kindergarten AGM which is held in November.  
 

 

Enrolment in Three Year Old Program  
 

Placement for 3-year-old kinder is decided by MIKA. All three year old enrolments are to be submitted 
to MIKA by the 30th June of the preceding year. 
 

1. Selection Criteria for Three Year Old Children 
Children are eligible for attendance in the three year old program provided they have turned three 
years of age prior to commencement. (Children need to turn 3 years old before 30th April in the year 
that they are attending). 
The selection criteria to be used, if there are more applications than places available are 

1. Date of application 
 

2. Offers of Places for Three Year Old Children 

 Offers of places in the three year old group/s will be made at the same time as the four year 
group places.  

 Applicants who are successful will be notified of a confirmed place by letter. 
Applicants who are unsuccessful will be notified in writing that they were not allocated a place and 

advised of their position on the waiting list. 

 A deposit of $50.00 must be paid with the Acceptance Form to hold the place for the following 
year. (See Fees Policy). 

 An enrolment form and other relevant information will be provided after the place is accepted 
and deposit paid. 

 

8. Key Responsibilities and Authorities 

The committee is responsible: 

 Implementing this policy. 

 Approving any changes to this policy. 

 Collecting, receipting and banking enrolment fees. 
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 Dealing with any questions/concerns that arise in relation to any aspect of the policy. 

 The Enrolment Officer ( or the delegated person) is responsible for the day to day implementation 
of this policy which includes: 

 Providing Enrolment Application Forms at CCK, that is compliant with the regulations. 
 Secure storage of the completed Enrolment Application Forms. 
 Maintaining the confidential status of Enrolment Application Forms and the information 

contained within the forms. 
 Collating enrolments. 
 Offering places in accordance with this policy. 
 Sending letters to unsuccessful applicants and advising them of their placement on the waiting 

list.  
 Sending Enrolment forms and relevant information to families on their acceptance of a place. 
 Providing a monthly report to the Committee regarding the status of enrolments and any 

difficulties encountered. 
  

9. Resources and Support 

Related Documents 

 CCK policies on Fees, Complaints and Inclusion of Children with Additional Needs 

 DHS preschool funding criteria. 

 DHS Children’s Services Licensee’s Operational Guide. 

 CCK information sheet Enrolment Record Information. 
Phone Numbers 

 List of Committee phone numbers. 

 Children’s Service Adviser at the regional DHS office. 

 Kindergarten Parents Victoria – (03) 9489 3500, rural 1300 730 119 
 
 

10. Evaluation 

In order to assess whether the policy has achieved the values and purposes set out under ‘6 Policy 
Statement’, the Committee will: 

 Assess whether a satisfactory resolution has been achieved in relation to issues relating to 
enrolment procedures. 

 If appropriate, conduct a survey in relation to this policy, or incorporate relevant questions in the 
general parent/guardian survey 

 Take into account feedback on the policy from the Enrolment Officer or designated person and 
staff. 

 Monitor complaints and incidents regarding the enrolment of children. 


