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ENROLMENT AND ORIENTATION POLICY 

Mandatory – Quality Area 6 

PURPOSE 

This policy will outline:  

• The criteria for enrolment at Donvale Preschool.  

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

 

1. VALUES 

Donvale Preschool is committed to: 

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

• Complying with the Education and Care Services National Regulations 2011, and the Education 
and Care Services National Act 2010. 

• Complying with the DET funding requirements relating to the enrolment of children in 
government-funded kindergarten places.  

• Maintaining confidentiality in relation to the details on enrolment forms.  

 

2. SCOPE  

This policy applies to the Committee of Management, Nominated Supervisor, educators and 
parents/guardians who wish to have their child/ren enrolled, or have child/ren already enrolled, at 
Donvale Preschool.  

 

3. BACKGROUND 

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 will have access to one year of kindergarten before commencing 
school. However, a shortage of places in some areas can limit choices for parents/guardians. Where 
demand is higher than availability, a priority system for access must be determined by the Committee of 
Management 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. Funded programs 
must abide by The Department of Education and Training Priority of Access Guidelines. (2015)  

Immunisations are an effective means of reducing the risk of vaccine preventable diseases. Early 

childhood education and care services which are regulated under the Education and Care Services 

National Law Act 2010 have legislative responsibilities under the Public Health and Wellbeing Act 2008 

to only offer a confirmed place in their programs to children with acceptable immunisation 

documentation. 

 

4. LEGISLATION & 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 (Cth) 

• Education and Care Services National Law Act 2010 

http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/PubStatbook.nsf/f932b66241ecf1b7ca256e92000e23be/54d73763ef9dca36ca2571b6002428b0!OpenDocument
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• 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 

• Public Health and Wellbeing Act 2008 (Vic) 

• Public Health and Wellbeing Amendment (No Jab, No Play) Regulations 2015 (Vic 

• Sex Discrimination Act 1984 (Cth) 

• The Department of Education and Training Priority of Access Guidelines (2015) 

 

 

 

 

5. CLASS SIZE & STRUCTURE 

Donvale Preschool is licensed for a capacity of 28 children. The number of places and group size is 
determined by the committee of management in view of current legislation in relation to educator / child 
ratios, funding, financial viability and operational guidelines. The committee of management will notify 
families in writing of the proposed class size and structure for the upcoming year at the earliest available 
time. 

Note: Children can only enrol in one funded 4-year-old kindergarten program in the year they are 
eligible to attend as places offered are bound by the “Funding and Services Agreement”. Should the 
funding be substantially altered (either increased or decreased) the Committee of Management 
reserves the right to alter the number of places offered. 

Exceptions to the above must be made in writing and voted on by the Committee of Management and 
must not exceed DET centre licensing limits. 

Maximum place numbers may be closed off at any time, for any group, at the discretion of the 
educators, in consultation with the Committee of Management. This decision will be based upon the 
likely deterioration of program delivery if additional children are accepted into the group. 

Should actual enrolments exceed or fall short the quota for the three-year-old or four-year-old programs, 
the Committee of Management will re-evaluate the services offered and may change the hours or 
decrease the number of groups. 

 

6. DEFINITIONS  

Acceptable immunisation documentation: documentation as defined by the Immunisation Enrolment 

Toolkit for early childhood education and care services as acceptable evidence that a child is fully 

vaccinated for their age, or is on a recognised catch-up schedule if their child has fallen behind their 

vaccinations; or has a medical reason not to be vaccinated; or has been assessed as being eligible for a 

16 week grace period. 

Children with additional needs: Children whose development or physical condition requires specialist 
support, or children who may need additional support due to language, cultural or economic 
circumstances (refer to Inclusion and equity policy).  

Deferrals: When a child who does not attend in the year they are eligible for a funded kindergarten 
place.  These children are considered by DET not to have accessed a year of funded kindergarten, and 
are therefore eligible for DET funding in the following year.  

Department of Education and Training (DET): The State government department responsible for the 
funding, licensing and regulation of children’s services in Victoria.  

Expression of Interest form: A form to apply for a place at the centre.  

Kindergarten Fee Deposit: The fee charged to confirm acceptance of place. 

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/ 

http://www.legislation.vic.gov.au/
http://www.comlaw.gov.au/
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Enrolment form: A form that collects contact details, and personal and medical information from 
parents/guardians about their child. This is completed after a place has been offered by the service and 
accepted by the applicant. The information on this form is placed on the child’s enrolment record (see 
below) and is kept confidential by 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: The amount charged to attend a program at the centre.  

Guardian: Person/s who have been granted lawful authority by a court order for child/ren. The definition 
of ‘guardian’ also means a person who has custody or control of the child but does not include a person 
providing children’s services to a child  

Kindergarten: Kindergarten (also known as preschool) is a universal early childhood program, funded 
by the state government, for children in the year prior to commencing primary school. It may also 
include an unfunded program for three-year-old children (two years before school).  

Lawful authority: A power, duty responsibility or authority conferred in relation to a child at common 
law or under an Act or by an order of a court.  

Siblings: Sisters and brothers by whole or half blood, adoptions or by marriage, including de facto or to 
whom foster care is provided by a parent (including an adoptive parent) or guardian of the first 
mentioned child.  

Vacancy: A place in a program that becomes free as a result of a child leaving the centre, or is 
available because all places are not filled.  

Vacant funded place: A government-funded place at the centre from which a child has withdrawn.  

 

7. SOURCES 
• Kindergarten policies on Fees, Complaints and Inclusion of Children with Additional Needs.  

• Australian Childhood Immunisation Register: 

www.humanservices.gov.au/customer/services/medicare/australian-childhood-immunisation-

register 

• Child Care Benefit (Eligibility of Child Care Services for Approval and Continued Approval) 
Determination 2000: 

http://www.comlaw.gov.au/Series/F2006B01541  

• 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 Early Childhood Development): 
http://www.education.vic.gov.au/childhood/providers/funding/Pages/default.aspx 

 

RESPONSIBILITIES 

The Committee of Management is responsible for:  

• Determining the criteria for priority of access to centre programs based on funding requirements 
and the centre’s philosophy.  

• Developing procedures that will ensure all eligible families are aware of and able to access a 
kindergarten program, including advertising, providing information in other languages and 
considering any barriers that may exist.  

http://www.humanservices.gov.au/customer/services/medicare/australian-childhood-immunisation-register
http://www.humanservices.gov.au/customer/services/medicare/australian-childhood-immunisation-register
http://www.comlaw.gov.au/Series/F2006B01541
http://www.acecqa.gov.au/
http://www.acecqa.gov.au/
http://education.gov.au/priority-allocating-places
http://www.education.vic.gov.au/childhood/providers/funding/Pages/default.aspx
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• Providing a locked secure file for the storage of completed enrolment forms (refer to Privacy 
policy).  

• Complying with the Inclusion and equity policy.  

• Providing opportunities (in consultation with staff) for interested families to attend the centre 
during operational hours to view the program.  

• Appointing an enrolment officer to be responsible for the enrolment process and the day-to-day 
implementation of this policy. 

• Ensuring parents/guardians are only offered a tentative place until the child’s immunisation 
documentation is assessed as being acceptable. 

The Nominated Supervisor is responsible for: 

• providing parents/guardians with information about the requirements of the law for enrolment, 

locating and accessing immunisation services and obtaining acceptable immunisation documentation 

required for enrolment 

• ensuring parents/guardians are only offered a tentative place until the child’s immunisation 

documentation is assessed as being acceptable 

• assessing the child’s immunisation documentation prior to commencement to determine if the 

child’s vaccination status complies with requirements or whether the child is eligible for the 16 week 

grace period 

• ensuring that only children who have acceptable immunisation documentation have a confirmed 

place in the program 

• advising parents/guardians who do not have acceptable immunisation documentation that their 

children are not able to attend the service and referring them to immunisation services  

• taking reasonable steps to obtain acceptable immunisation documentation from a parent/guardian of 

a child enrolled under a grace period within the 16 weeks from when the child begins attending 

• Providing the enrolment officer with a list of children’s names who have met the immunisation 

documentation requirements. 

• Collating preferences and meeting with the Enrolment Officer to finalise group allocations. 

 

The Enrolment Officer is responsible for the day-to-day implementation of this policy, which 
includes:  

• Returning all enrolment enquiry calls.  

• Providing enrolment application forms (Refer Attachment 1: Expression of Interest Form).  

• Collating enrolments and collecting birth certificates. 

• Providing a copy of the Enrolment policy on receipt of an expression of interest form.  

• Maintaining a waiting list.  

• Offering places and providing relevant paperwork to families in accordance with this policy.  

• Ensuring parents/guardians are only offered a tentative place until the child’s immunisation 
documentation is assessed as being acceptable. 

• Correspondence with unsuccessful applicants.  

• Issuing the timetable for the following year 

• Issuing group preference forms. 

• Collating preferences and meeting with the Nominated Supervisor to finalise group allocations. 

• Communication of group placements with parents in conjunction with the Nominated Supervisor 

• Passing on to staff the processed expression of interest forms for secure storage at the end of 
each year.  
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• Providing a written monthly report to the committee regarding the status of enrolments and any 
difficulties encountered.  

• Sending invitations to incoming three year old families to attend orientation day 

• Providing relevant information from enrolment data for use by teachers and committee as 
required. 

• Complying with the Privacy policy of the centre.  

• Sending an email to confirm final places, once suitable immunisation documents have been 
supplied. 

• Following up with families in December who have not returned completed enrolment forms 

 

The Educators are responsible for:  

• Responding to enrolment enquiries on a day-to-day basis and referring people to the enrolment 
officer as required.  

• Complying with the centre’s Privacy policy in relation to the collection and management of 
children’s enrolment record information.  

• Ensuring that enrolment record information is completed before the child commences attending 
the program.  

• Liaising with parents in regard to all 2nd year, 4 year old applications. Where the child is 

transferring from another service, educators are required to provide parents with all necessary 

information with regard to funding applications and to assist these families with this process 

where required. 

Parents are responsible for:  

• Reading and complying with this Enrolment and Orientation Policy. 

• Completing enrolment record information prior to their child’s attendance at the centre and 
providing a copy of the child’s birth certificate. 

• Ensuring that all required information is provided to the centre.  

• Updating information by notifying the centre of any changes.  

 

EVALUATION 

In order to assess whether the policy has achieved the values and purposes, the Committee of 
Management 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 parents’/guardians’ survey.  

• Take into account feedback on the policy from the enrolment officer and staff. 

• Monitor complaints and incidents regarding the enrolment of children. 

 

ENROLMENT PROCEDURES 

APPLICATION FOR ENROLMENT 

Expression of interest forms are available from our website www.donvalepreschool.org.au the 
Kindergarten or via the Enrolment Officer. Applications must be on the expression of interest form, with 
a separate application form completed for each child.  

Enrolment applications will be accepted from 1st May provided your child turns 2 years between 01 
May in the current year and 30 April of the following year, i.e. if they turn 2 in September 2010 you 
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can still register them from 01 May 2010, or if they turn 2 in March 2011 you can still register from 01 
May 2010.  

• Completed enrolment application forms are to be forwarded to the Kindergarten, attention to the 
Enrolment Officer.  

• A copy of the child’s birth certificate must also accompany the application. Applications 
submitted without a copy of birth certificate included cannot be processed. 

• To facilitate the inclusion (Refer to Inclusion and Equity Policy) and priority of access (refer to 
The Department of Education and Training Priority of Access Guidelines) of all children into the 
program, enrolment applications should clearly identify any additional or specific needs of the 
child, if known at the time of the application.  

• Access to completed expression of interest forms will be restricted to the enrolment officer, staff, 
president and secretary, unless otherwise specified by the Committee of Management. 

• Applications will be entered into the waiting list using the eligibility and priority of access criteria 
and the date the expression of interest was received. 

• Applications for three-year-old Kindergarten will automatically be entered into the four-year-old 
register.  

• Enrolments that are received mid term for the current year, full deposit must be received and 

enrolment paperwork be fully completed prior to commencement. 

*Should the kindergarten have spaces available, enrolments will not be accepted for the current year 
after the end of term 3, without consultation between Committee of Management and educators. 

 

ELIGIBILITY & PRIORITY OF ACCESS 

 

3 YEAR OLD GROUP ELIGIBILITY 

 

The following children are eligible for attendance in the three-year-old program: 

• Children who will have turned three years of age by 30 January in the year of attendance.  

 

4 YEAR OLD GROUP ELIGIBILITY 

 

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

• Children who will have turned four years of age by 30 April in the year of attendance. 

• Children who have been granted approval to receive funding for a second year of kindergarten. 

• Children who were eligible to attend in the previous year but:  

- Deferred. 

• Children turning six years of age in their year at kindergarten who have been granted an 
exemption from school-entry age requirements by their regional office of the DET (Refer to DET 
Victorian Kindergarten policy, procedures and 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 
DET, or the non-government school their child will be attending (a copy of the written request 
must be attached with the application)  

 

*Parents/guardians are to be advised that very few requests are approved by DET. If the child attends 
kindergarten early, but does not proceed on to school the following year, the child will be unable to 
access another year unless they are funded by DET for a second year. 
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PRIORITY OF ACCESS 

The following children will be given priority of access for attendance in both the three-year-old and four-
year old programs in accordance with The Department of Education and Training Priority of Access 
Guidelines: 

 

High priority children Process that could be used to verify need(s) 

Children at risk of abuse or neglect, 
including children in Out-of-Home 
Care 

The child is: 

• attending a three year old kindergarten program through 
Early Start Kindergarten or Access to Early Learning 

• referred by Child Protection, Child and family services 
(family services referral and support team, Child FIRST), 
Maternal and Child Health nurse, or 

Out-of-Home Care provider 

Aboriginal and/or Torres Strait 

Islander children 

Family identifies the child as an Aboriginal and/or Torres 
Strait Islander 

Asylum seeker and refugee children Appropriate visa that identifies the child and/or parents as a 
refugee or asylum seeker 

Children with additional needs, defined 
as children who: 

The child is: 

• require additional assistance in order 
to fully participate in the kindergarten 
program 

• assessed as having delays in two or more areas and is 
declared eligible for a second funded year of kindergarten 

• require a combination of services 
which are individually planned 

• approved for Kindergarten Inclusion Support Package 

 

• have an identified specific disability 
or developmental delay 

• referred by the National Disability Insurance Scheme, Early 
Childhood Intervention Service, Preschool Field Officer, 
Maternal and Child Health nurse, or holds a Child Disability 
Health Care Card 

Children eligible for the Kindergarten 
Fee Subsidy 

Children or parents who hold a Commonwealth Health Care 
Card, Pensioner Concession Card, Veteran’s Affairs Card 
and multiple birth children 

 

After places have been offered to all children who meet the criteria for priority of access, 
remaining positions will be offered to families in the following order:  

1. Children who were eligible to attend in the previous year but deferred. 

2. Children attending Donvale Preschool’s 3 year old program  

3. Children with a sibling who has previously attended Donvale Preschool, subject to availability, and 
provided they have submitted the enrolment application form by 30 April of the year an offer is being 
made. i.e. Child must be registered by 30 April 2010 for preference to be given in 2010 for three-year-
old kindergarten in 2011.  
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NOTE: If the number of siblings exceeds the number of three-year-old places available, the priority will 
be determined by the registration date. 

 

1. All other children, by the date the expression of interest was received. 

NOTE: Four-year-old children already enrolled and attending Child Care or another Kindergarten in a 
preschool funded position are only eligible for a place if there are positions available once all preschool 
funded positions are filled. 

NOTE: There is no priority based on locality. 

Should successful applicants fail to confirm their place by the cut-off-date their place will be offered to 
the applicants on the waiting list in priority order. 

Once the allocation of places has been confirmed, the Enrolment Officer will advise any unsuccessful 
applicants remaining on the waiting list that a place at Donvale Preschool for that year is not available at 
present. 

 

ENROLMENT AND IMMUNISATIONS 

The Government’s No Jab No Play laws require all children to be age-appropriately immunised before 

enrolment can be confirmed.  

Parents/guardians offered tentative places will be asked to provide immunisation documentation to 

Donvale Preschool no earlier than the 1st December that shows that their child's immunisations are up 

to date for their age or that an exemption applies. 

Confirmation of places is finalised after the documentation has been assessed that the child is up to 

date or that the child is on a recognised catch-up schedule if they have fallen behind with their 

vaccinations, or that the child has a medical reason not to be vaccinated or that the child has been 

assessed as being eligible for a 16 week grace period. 

Further information on immunisation requirements for enrolment in early childhood services is available 

on the State Government's Better Health Channel at.www.betterhealth.vic.gov.au/campaigns/no-jab-no-

play  

 

Documentation that will be accepted for the assessment for offering a confirmed place are: 

− That the next due vaccine for the child on the ACIR Immunisation History Statement or the 

Immunisation Status certificate is within the acceptable timeframe for an enrolment, or; 

− That the child is on a recognised catch-up schedule if they have fallen behind with their 

vaccinations, or; 

− That the child has a medical reason not to be vaccinated, or, 

− That the child has been assessed by Donvale Preschool as being eligible for a 16 week grace 

period 

− Please note that Maternal Health Record Books are no longer an acceptable form of 

documentation. 

• Parents/guardians who do not have acceptable immunisation documentation cannot be offered a 

place and are referred to Australian Childhood Immunisation Register or to an immunisation 

provider. 

 

OFFER OF PLACES 

Places will be offered to eligible applicants in order of priority and date of expression of interest 
received, until all places are filled or the waiting list is exhausted. 

• Offer of places in the three-year-old and four-year-old programs will be emailed to applicants 

during the first week of May in the year preceding attendance. Tentative places will be offered in 

writing to applicants in accordance with the eligibility and priority of access criteria of the service 

https://www.betterhealth.vic.gov.au/
https://www.betterhealth.vic.gov.au/campaigns/no-jab-no-play
https://www.betterhealth.vic.gov.au/campaigns/no-jab-no-play
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making clear that confirmation of places is not final until immunisation documentation has been 

received, assessed and found acceptable. 

• The closing date for replying to these offers will be two working weeks from the date the letter is 
sent. However, there will also be an additional one week’s grace period for follow-up phone 
calls/emails after this time. 

• In the event of a place being available/offered later in the year (from November onwards) the 
closing date for replying to these offers will be reduced to one week from the date the letter is 
sent to expedite the process of filling remaining places. 

• Should the kindergarten fee deposit not be paid after the total three weeks, the place will then 
be offered to the next applicant on the waiting list, as per priority and date of expression of 
interest received. 

• If an emailed offer is not accepted, then an offer will be made via telephone to the next child on 
the registration list (telephone offers must be made due to time constraints). These applicants 
will be given at least 24 hours to respond usually by 5pm the following day. If no response is 
gathered, then the assumption will be made that the placement is no longer required. On 
telephone acceptance the letter of offer will then be emailed. 

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

• If available, the timetable will be sent with the letter of offer, however, session groups will not be 
allocated at this time (Refer to group preference allocation below). 

• All offers must be confirmed by payment of a kindergarten fee deposit, paid by the due date 
specified on the letter of offer otherwise the position will be reallocated. 

• Requests for extension of the due date for the kindergarten fee deposit will not be granted. In 

extraordinary circumstances, families may apply in writing, up to one week prior to the due date, 

for the committee of management to review. 

• The kindergarten fee deposit is $140.00 (non-transferable and non-refundable) which includes a 
maintenance levy and excursion fee as per the Fees Policy. If you defer or withdraw after the 
deposit is processed the fee is forfeited. 

• The enrolment record information and other relevant documents will be provided after the place 
is accepted and deposit paid.  

• Applicants who are unsuccessful will be notified and will be asked to indicate whether they wish 
to remain on the waiting list if a vacancy arises. 

• If a family declines an offer of place, or removes themselves from the enrolment list and then 

later decides to reapply for a position, they will be placed at the bottom of the waiting list, as per 

new enrolments. Date of enrolment received will be adjusted to reflect this change.  

• If a family declines a further second offer they will not be able to re-join the waiting list again. 

• First term fees need to be paid in full by the AGM held in November, date specified on the Term 
one invoice, otherwise the placement might be reallocated. 

NOTE: Places will not be allocated to children until any substantial debt owed by the family to the centre 
is paid, or a payment plan is agreed to between the family and the centre. (Refer to the Fees Policy) 

 

WHEN YOUR CHILD ALSO ATTENDS CHILD CARE/OTHER FUNDED KINDERGARTEN 

If a family wishes to send their child to four-year-old kindergarten at Donvale Preschool and they have 
already enrolled their child at a child care centre or another kindergarten in a preschool funded 
position, this position at Donvale Preschool would be unfunded as each child is only entitled to ONE 
funded program. 

If the child care centre/other kindergarten is claiming a funded place, then parents/carers must: 

- Notify the Enrolment Officer that another preschool funded place is being claimed 
elsewhere. 

- Be re-allocated on the waitlist according to priority of access at Donvale Preschool and 
await an applicable place, as funded positions have priority. 
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- Enrol and accept an offer at Donvale Preschool, ONLY if there are no children on the 
waiting list, as funded positions have priority. 

- Pay the current fee amount, maintenance levy, excursion levy, plus the total DEECD 
funding amount, as per the kindergarten Funding Agreement. This is regardless of how 
many sessions they attend. 

 

WHEN THE OFFER IS FOR A SECOND/REPEATED YEAR 

 

Offer of places to children applying for a second year of kindergarten: 

Each year a limited number of places will be withheld until the Educators and Enrolment Officer have 
determined the number of places required to be reserved for children with additional needs (as 
assessed by the Department of Education and Training’s Regional Assessment process). If such 
children’s developmental needs are seen to require a second year of preschool, then the withheld 
positions will be filled by these children. If these places are deemed to be not required, they will be 
made available according to the Priority of Access criteria for other children. 

A second year of three-year-old kindergarten: 

• It is expected that each child will only attend one year of three-year-old kindergarten. (Refer to 
Options for enrolling in three-year-old kindergarten under Eligibility and Priority of Access) 

• If the teacher recommends that the child repeat and this is mutually agreed with the family, 
places will be allocated in order of priority and date of expression of interest received. 

A second year of four-year-old kindergarten: 

• A second year will only be available for children who are deemed eligible through the 
Department of Education and Training’s Regional Assessment process. Strict eligibility criteria 
apply to the second year of funded kindergarten.  

• Families who do not qualify for a second year of funded kindergarten but wish to return for an 
additional year should note that:  

1. Second year enrolments not approved by the Department will only be offered a position 
after all eligible children have been offered a place.  

2. As these sessions are not funded, the unfunded rate applies and the family will be 
required to pay the preschool fees plus the amount of the government subsidy. 

*In view of the above, families need to consider when to send their child for their one year of funded 
four-year-old kindergarten.  

ATTENDING OCCASIONAL SESSIONS  

Occasional sessions may be offered for children currently enrolled in the kindergarten when a rotational 
model is being offered, if there are vacancies. For availability of sessions, parents/guardians must check 
with the staff. Casual rates apply.  

 

LONG TERM ABSENCE / WITHDRAWL 

If a child is unwell for a long period of time and unable to attend or a family wishes to withdraw their 
child from the program for any period of time, i.e. a term, regardless of reason, they must pay the full 
fees for the period of time absent to hold their child’s place at the kindergarten. 
 
If the family decides not to pay the fees for the period absent, they must advise the Committee of 
Management in writing of their intention and their place will be offered to the next child on the waiting 
list. If places are available upon return, re-enrolment will be considered, however cannot be guaranteed.  

 

GROUP PREFERENCE ALLOCATION 

Group preference requests will be emailed to parents who have accepted an offer and paid their 
kindergarten fee deposit for the following year advising the available group times and days This shall be 
done as early as possible in the year, but no later than the end of September. 
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An email will be sent with an open time for preference to be emailed to the enrolment officer 

• Preferences will be required to be submitted in writing within two weeks of the email open date. 

• Any preferences returned after this time will not be accepted, and these families will be 
allocated any remaining spaces available. 

• Group allocation will be made in order of preferences received.  Every endeavour will be made 
to place your child into your preferred group; however, this is not always possible. 

• Educators and the Nominated Supervisor will be consulted to ensure the individual needs of 
each child and family are supported and the foreseeable group dynamic ensures staff can 
provide a safe and supportive environment for all children enrolled. 
 

• Priority of access guidelines do not apply to group allocations and preferences, only to offer of 
place. If there are Court Orders pertaining arrangements that clash with a particular group 
timetable, these will be considered, however cannot be guaranteed. 

• It is highly recommended that families considering a second year of preschool consult with 
kindergarten staff prior to the 1st August, to allow for the second year application to be 
commenced and submitted prior to the end of term three. It should be noted that families who 
decide to apply for a second year of kindergarten after the 1st August will not be able to select 
group preferences for the following year, as group preference forms will have already been 
distributed to families enrolled for the following year. Group preferences for 2nd year of kinder 
applications lodged after the 1st August will be allocated based on remaining spaces available. 
NOTE: Places withheld for children receiving a second year of kindergarten are only given 
priority of offer, not preference of group 

• Group allocations will be finalised and families will be notified of their group by the date 
specified on the group preference letter. 

• Donvale Preschool requires parents/guardians who have been offered a tentative place to 

provide acceptable immunisation documentation for assessment no more than two months prior 

to the child first attending the service in order that a confirmed place can be offered.  

 

*Special consideration will be given to families with children in both three-year-old and four-year-old 
kindergarten and/or to parents of twins and other multiples to ensure that the children attend on the 
same day. This does not ensure the first preference can be met.  

  
 

ORIENTATION 

During November each year an orientation session will be held for all incoming three-year-old children. 

Four-year-old groups will run staggered entry during the first few weeks of kindergarten during term one 
to assist with settling and orientating the children. 

 

The Teacher in each group will: 

• develop strategies to assist new families to: 

− feel welcomed into the service 

− become familiar with service policies and procedures 

− share information about their family beliefs, values and culture 

− share their understanding of their child’s strengths, interests, abilities and needs 

− discuss the values and expectations they hold in relation to their child’s learning 

• discuss the individual child’s needs with parents/guardians and develop an orientation program to 
assist them to settle into the program 

• encourage parents/guardians to: 

− stay with their child as long as required during the settling in period 

− make contact with educators and carers at the service, when required 
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• assist parents/guardians to develop and maintain a routine for saying goodbye to their child 

• provide comfort and reassurance to children who are showing signs of distress when separating 
from family members 

• share information with parents/guardians regarding their child’s progress with regard to settling in 
to the service 

 

Transition to School 

 

• Transition to Primary School takes places during Term 4, with the schedule dictated by the 

children’s future schools. This will result in children missing some kindergarten sessions or parts 

thereof, make up kindergarten sessions are not available. 

Enrolment Officer’s Mobile Phone 

• A prepaid mobile phone will be supplied to the enrolment officer for the sole purpose of 

Enrolment Officers duties relating to Donvale Preschool. 

• The Enrolment officer upon receivership of the phone takes on the responsisbilites of being 

responsible for the phone and its usage. All care must be taken to ensure it is not damaged, 

stolen, misused or lost. 

• All phone calls and texts relating to the role of Donvale Preschool’s enrolment officer will be 

covered by Donvale Preschool. 

• This mobile phone is only to be used for Enrolment purposes and not for personal usage. 

• Any costs exceeding the prepaid amount will not be covered by Donvale Preschool and will be 

paid by the enrolment officer personally. Please refer to the mobile data plan information saved 

within the google drive file for the enrolment officer. 

• Where possible please connect to WIFI data to save costs and to reduce the possibility of 

exceeding the mobile data plan 

• All care needs to be taken not to exceed the mobile data amount, a limit has been set on the 

phone and when 85% of this has been used a notification will be sent to the phone. 

 

ATTACHMENTS & SUPPORTING DOCUMENTS  

  1: Expression of Interest Form (updated April 2019) 

  2: Letter for Parents /guardians without acceptable immunisation documentation 

 

AUTHORISATION 

This policy was adopted by the Committee of Management of Donvale Preschool on 23rd April 2019 
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Letter for parents/guardians without acceptable immunisation documentation 

Donvale Preschool 

7 Florence Avenue 

Donvale, Vic 3111 

[Insert date] 

 

Dear [insert name] 

Re: Enrolment at Donvale Preschool for [insert year]  

I am contacting you regarding your tentative place for [insert child’s name] at Donvale Preschool in the 

[insert 3 year old or 4 year old program] in [insert year]. 

Under the Public Health and Wellbeing Act 2008 early childhood education and care services cannot 

enrol a child unless the parent/guardian has provided acceptable immunisation documentation. 

Acceptable immunisation documentation includes evidence that your child: 

• is fully vaccinated for their age 

• is on a recognised catch-up schedule 

• has a medical reason not to be vaccinated 

• has been assessed by our service as being eligible for a 16 week grace period. 

As we have not received acceptable immunisation documentation for [insert name of child] by the due 

date, we are unable to confirm a place at our service for [insert year] and your child’s name has been 

removed from our list. 

Immunisation programs are effective in reducing the risk of vaccine preventable diseases. Immunisation 

from an early age helps protect your child against serious childhood infections. Further information 

about immunisations for your child is available from: 

• your doctor 

• [insert details of local government immunisation service] 

• National Immunisation Information Line Tel. 1800 671 811 

• Australian Childhood Immunisation Register Tel 1800 653 809 

• Better Health Channel website: https://www.betterhealth.vic.gov.au/no-jab-no-play 

Should you wish to re-apply for a place for [insert child’s name], we are happy to accept a new 

enrolment application accompanied by acceptable immunisation documentation. The new application 

would be considered in line with Donvale Preschool’s Enrolment and Orientation policy. 

Yours sincerely 

[Insert name] 

[Insert title] 

Donvale Preschool 

https://www.betterhealth.vic.gov.au/no-jab-no-play
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