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Enrolment of Children Policy
Purpose

This policy outlines the procedures for the enrolment, re-enrolment and changes to enrolment of children at Meruka Childcare Co-operative (MCCC).

Background

Priority of Access Guidelines

In cases where the demand for childcare exceeds supply, it is important to allocate places to families with the greatest need for childcare support. 
Meruka follows two tiers of prioritisation: The Priority of Access Guidelines as legislated by the Australian Government and our own internal preferencing system for access to the Government-funded Kindergarten program. 

The Australian Government has determined the following Priority of Access Guidelines for allocating places in child care services:
First Priority: A child at risk of serious abuse or neglect.

Second Priority: A child of a single parent who satisfies, or of parents who both satisfy the work/training/study test under Section 14 of the Family Assistance Act.

Third Priority: Any other child.


Priorities within each category

Within each category mentioned above, the following children are to be given priority:

· Children in Aboriginal and Torres Strait Islander families
· Children in families which include a person with a disability
· Children in families which include an individual whose taxable income percentage under 
clause 7 of Schedule 2 to the Family Assistance Act is 100%
· Children in families with a non-English speaking background

· Children in socially isolated families
· Children of single parents.

With regard to Meruka’s own internal preferencing system for access to the Government-funded Kindergarten program: because Meruka operates a funded Kindergarten program in a dedicated Kindergarten room it has become necessary to introduce a preferencing system for four-year-olds formally enrolled in this Government-funded Kindergarten program. 

While Meruka families have the option of choosing sessional Kindergarten services elsewhere, those families that utilise the Government-funded Kindergarten program at Meruka have a higher priority of access to childcare vacancies in the Kinder Room. 
Therefore a maximum of ten places per day in the Kinder Room are preferenced to those children formally enrolled in the Government-funded Kindergarten program. There are an additional three places per day available to four-year-olds not formally enrolled in the Government-funded Kindergarten program and nine places per day available for three-year-olds. However, if there are not ten children formally enrolled in the Government-funded Kindergarten program per day, those places will be preferenced to four-year-olds.

Families that decided to enrol their children in sessional Kindergarten elsewhere and are still seeking childcare are advised to consider investigating alternative care to avoid potential disappointment. Provision of a high-quality Kindergarten program employing a fully-qualified Kindergarten teacher has been a long-term goal of the Centre and without this separate priority of access the viability of the program would be severely undermined. 

New Enrolments

New requests for care are taken throughout the year. If a place is not available, details are filled out and placed on a waiting list. A $70.00 non-refundable administration fee is required at the time of placing the child on the waiting list.

Offers

Prospective families will be contacted in writing regarding placement offers. They will also receive information about days available, daily and weekly fee amounts, room allocation and a proposed starting date.
It is a legislative requirement that an enrolment form for each child must be completed and returned on or before the child’s proposed starting date at MCCC. This includes a detailed medical history for the child including immunisation status, allergies and illnesses. 
Families are also requested to complete a shareholder nomination form, in order to become a voting member of the Co-operative. The cost of becoming a shareholder is $1.00 per family.

For families claiming government rebates, a Child Care Benefit (CCB) form must be completed. Full fees apply until the Family Assistance Office advises MCCC of the reduced fees. Families will not be entitled to a CCB until the child commences care. If families begin paying for their position but the child does not attend the service on their allocated days, families will be charged the full fee and the CCB will not be applied.

Payment of fees

MCCC only accepts direct debit for the payment of weekly fees. An EziDebit form must be completed and returned with the enrolment forms.

Re-enrolment

Towards the end of each year (normally September/October), re-enrolment details will be emailed to all current families. Families will be asked to respond within in given timeframe. Requests for places will be processed in the order in which they are received and re-enrolment is not guaranteed to any family.
The first step in this process is to re-enrol children who come under the Priority of Access scheme (as outlined under the Priority of Access Guidelines above). 

The second step in this process is to re-enrol children who are formally entering the Government-funded Kindergarten program. Parents of these children will be asked to indicate this preference ahead of the rest of the re-enrolment process and as part of this will be required to pay a non-refundable registration fee of $70.00. There will be a maximum of ten places per day allocated to the four-year-old Government-funded Kindergarten program, and each child enrolled in the program will be required to attend for a minimum of two and maximum of five days in order to fulfil the Government-legislated access requirements. Places for this formal enrolment in the Government-funded Kindergarten program will be allocated on a first-come, first-served basis. Siblings of children accepted into the Government-funded Kindergarten program who also require childcare at Meruka will be allocated their days before general re-enrolment.

The third step in this process is general re-enrolment, which includes re-enrolment in the Babies’ Room, the Toddler Room and the remaining three and four-year-old places in the kinder room. 

The fourth step in this process is the enrolment of siblings of currently-enrolled children. These siblings are not currently enrolled at Meruka but will be given preference over new families and therefore become part of the re-enrolment process.

How re-enrolment is carried out

Re-enrolment is done via an email asking parents to nominate their preferred days for enrolling their child/ren at Meruka. Parents must reply to the email they receive with the following information:

· Name of child

· Child’s date of birth

· Room that child will be in, either Babies’ (0-2 years old) Toddler (2-3 years old) or Kinder 
(3-5 years old)

· Days requested (if there is flexibility to request more than one option for preferred days, 
parents are asked to list them all)

Each email will be time-stamped and allocations will be given in order of those who are first to return their preferences.

Only “hit reply” emails will be accepted as re-enrolments. That is, re-enrolment details must only be sent by direct reply to the email sent to parents on re-enrolment day. Any re-enrolment details not sent as a hit-reply email will be put at the end of the time-stamp list.

Once days have been allocated, parents will be asked to pay a non-refundable holding fee equivalent to the first two weeks of full fees for the following year (exclusive of CCB rebates) in early November. This amount will be credited to the family’s accounts the following year. If the holding fee is not paid by the nominated date, MCCC may not be able to confirm a place for the child the following year. Families are strongly discouraged from requesting more days than are needed as this may result in other families missing out and MCCC being unable to subsequently fill these vacancies. Meruka is a non-profit organisation and relies on income from fees to meet financial commitments.

Re-enrolment enquiries should only be directed to the Meruka Committee. The Centre Coordinator, the 2IC and other educators are not involved in the re-enrolment process.

Non-Return or Incomplete Enrolment Forms

It is a legislative requirement that new enrolment forms must be completed and returned to the Centre Coordinator by the first day of attendance every year; otherwise MCCC is unable to accept the child into care. Fees will still be incurred until all forms have been received.

Changes in Care Arrangements

When families no longer require care at MCCC, written notice of ten working days is required.

If families do not use their allocated days during this ten working days’ notice period, they will not be eligible to claim CCB and will be liable to pay MCCC full fees. When a change to placement is requested, ten working days written notice is also required.

Families are encouraged to advise MCCC in writing of planned absences at least two weeks prior to the vacant days. These days will be displayed as being available to other families on a whiteboard in the Coordinator’s office. Fees for all days successfully filled by another family will be charged to that family’s account instead. This will only occur if the centre is running at full capacity.

Relevant Legislation

The Children’s Services Act 1996, Part 4; including amendments from 22nd June 2011

The Children’s Service’s Regulations 2009 Part 3; including amendments from 28th September 2010

The Health Records Act 2001; Latest changes 1st July 2010

The Information Privacy Act 2000; Latest changes 1 December 2008

Referenced National Quality Standards
· Quality Area 7 - Leadership & Service Management

· 7.3 
Management & administrative systems enable the effective provision 
of a quality service.
Referenced National Quality Standards
· Quality Area 4 – Staffing Arrangements

· 4.2 
Educators, Co-ordinators and staff have the skills and knowledge to 


support children’s learning, health, safety and wellbeing.
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