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Introduction
The Prekinder Enrolment Procedure details the eligibility and allocation criteria to be used in offering Early Start places in prekinder centres operated by the Latrobe City Council.
Goal
The goal of the prekinder program of the Latrobe City Council is to ensure that all children who turn three (3) before 30 April in the year of attending have access to a prekinder experience, regardless of their gender, level of ability, religion, social or ethnic background.  To achieve this goal Latrobe City Council has adopted a Prekinder Enrolment Procedure.

Objectives of the Prekinder Enrolment Procedure
1. Early Start kindergarten is available to eligible three year old children who have been referred to child FIRST from child protection. It allows these children to attend kindergarten for two hours per week for FREE.

2. Aboriginal and/or Torres Strait Islander children are also eligible for Early Start Kindergarten. 

3. To encourage applications for enrolment to be made within a set time frame.

4. To ensure that applicants have the opportunity to register their preferences in regard to prekinders operated by Latrobe City Council.

5. Generally, to offer preference to eligible children of residents and non-resident rate payers within the municipality.

6. To take into account special circumstances falling within the criteria specified in this procedure document, when allocating places at preschool centres.

7. To review the prekinder enrolment procedure as required.

Definition

“Prekinder experience” is defined as attendance in the year prior to the preschool program.

Eligibility for Enrolment

Applications for enrolments will be accepted in the year prior to the child’s attendance at prekinder as well as throughout the prekinder year where vacancies exist.  Children who meet all of the following criteria will be considered eligible to enrol:-

1. children who will turn three (3) years old by 30 April in the year of attendance.
*As stated in the ‘Guide to Enrolling a child in Prekinder’ – your child must be 3 years of age before commencement in the prekinder group; and

2. children who have turned three (3) years old prior to the year of attendance and who are eligible for preschool but who have elected not to attend.

3. if a child is assessed as not being ready, in consultation with staff, the parent may be asked to withdraw the child.
Availability of places in Prekinder
Places will be offered at prekinder centres and will be determined by Council, having regard to the following factors:-

1. a maximum of 20 places per group offered, the minimum number of children enrolled for a group to operate will be 15;

2. the number of applicants expressing a preference for a centre at the close of ‘on time’ enrolments;

3. the availability of appropriately qualified staff who will accept the conditions set for employment at the centre; and

4. the budgetary implications for the Council.

Applications received after the close of on time enrolments will be filled in accordance with the conditions set out in this procedure.
Enrolment Requirements

Applications for enrolment will only be accepted if:-

1. the application is made on the Enrolment Form published by Council.  The applicant must be the child’s parent or guardian and must complete the details required by the enrolment form; and

2. proof of age of the child named in the enrolment form is provided.  Documents acceptable as proof of age include copies of birth certificate, passports and maternal and child health records.  Where the proof of age is not one of the above mentioned documents, further proof of age may be required, at the discretion of Council.  If the name shown on the enrolment form is different to the name shown on the proof of age, additional documentation will be required, such as a statutory declaration from a parent or guardian.
Preference Of Prekinder

The enrolment form published by Latrobe City Council will allow applicants the opportunity to state the order of preference of particular prekinder groups.  A completed enrolment form must detail the order of preference for a minimum of 5 prekinder places within the locality chosen by the applicant.  If a form is received without these details, Council will allocate preferences to the applicant.  Prekinder will be offered where possible in the centres showing the greatest demand – your first preference may not be available.
Circumstances Affecting Preferences
Applicants or their advocates will have the opportunity to submit a form requesting special consideration.  Special consideration will be available to children to whom any one of the following criteria apply:

1.
Access to transport by the applicant or the child’s caregiver is severely restricted to the extent that the child will be unable to access any other prekinder centre.

2.
Medical concerns or additional needs.
3.
Child care and work arrangements that mean a child can only access one prekinder centre in Latrobe City.

Please note: Special Consideration Forms will only be accepted with on time enrolments.

Allocation of Placements

Each year, Council will set an opening date and a closing date for receiving applications for enrolment.  These dates will be advertised by Council and preference will be given to applications received by the closing date in the following order:-

1. Eligible children to whom special consideration is given according to the criteria included in this procedure document.

2. Eligible resident and rate paying non-resident children applying for places will be allocated places in accordance with the priority chosen by parents in the order that their application is randomly selected; and

3. Non-resident eligible children applying for places will be allocated places in accordance with the priority chosen by parents in the order that their application is randomly selected.
Late Enrolments
Applications for enrolments made on behalf of eligible children enrolled by the closing date, whether resident or non-resident, will be given preference over applications received after the closing date.

Places for late enrolments will be offered in order of receipt of application.

Change of Preference
Change of preference for on time enrolments can only be made during the opening and closing period.  If you wish to change your preference and on time enrolments have closed, this will need to be done via the swap list process.
Swap List

Applicants who are dissatisfied with the prekinder place offered to their child will have the opportunity to ‘swap’ positions with others registered on a swap list held by Latrobe City.  This guarantees the placement originally offered to the child, if a suitable swap is not found.  The swap list will be open for the period between the offer of a place and the date of acceptance of first round offers.

Applicants who register their interest on the swap list may be offered places available through the swap list or through vacancies which arise before the final acceptance date.  Applicants on the swap list are offered a place as per the order their enrolment form was randomly selected.  Places will be allocated in accordance with this procedure.
Waiting List

A waiting list will be maintained by Council for those children not allocated a place at all and those children not allocated a satisfactory place through the swap list.
Transfers

Applicants may seek a transfer from a centre after having accepted a place at a prekinder centre.  If a vacancy is available at the centre preferred by the applicant and there are no children on the waiting list, the transfer will be arranged.
Conditions

Places will be forfeited and offered to other applicants if any of the following conditions apply:-
1. the applicant has failed to respond to a letter of offer within the period specified and a further two (2) attempts to contact the parents have failed;

2. a place has been accepted in a prekinder centre and for a consecutive period of four (4) weeks during the prekinder year, without giving advice to the prekinder teacher or Council, the child has not attended and the applicant has not responded to a minimum of two attempts made to contact the applicant by letter or telephone;

3. the applicant fails to provide the authorisations required by State Government regulations relevant to prekinder centres;

4. the applicant does not accept the terms of the procedures/guidelines adopted by the Council in relation to enrolments, prekinder fees and collecting children from prekinder; or

5. if an applicant is offered a prekinder place but is unable to attend due to the child not yet turning three (3) years old, instalment one fees must be paid to hold the place.

Disclaimer
Every effort is made to take the applicants circumstances into account, within the provisions made by this procedure.  However, no guarantee is made by Council that a place at the preferred prekinder or any prekinder will be offered to applicants.
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L A T R O B E   C I T Y   C O U N C I L 

2012 PREKINDER FEE GUIDELINES

INTRODUCTION

The Latrobe City Council aims to provide additional services such as a prekinder program which are appropriate, flexible, affordable and which enrich the opportunities of children and their family; and operates prekinder as a user pay service incurring no cost to Council.

GOAL

In keeping with the goal of Latrobe City Council to ensure that all eligible children have access to a prekinder experience, prekinder fee guidelines have been developed.  These guidelines will ensure that fees are:
· uniform across the municipality; and

· kept to a minimum to maintain an adequate service.

OBJECTIVES OF THE FEES GUIDELINES

1. Fees are compulsory and failure to pay results in loss of placement.

2. To ensure the fee charged will represent the minimum fee required to keep the centres operating within the approved budget for each financial year and the service affordable.

3. To ensure that the current level of prekinder service is maintained.

4. To ensure that the fee collection process is efficient and effective.

5. To ensure that funds from fees collected will be distributed equally to all preschools in Latrobe City that operate a prekinder session.

2012 FEES

1. 
A $25.00 non-refundable Administration Fee will be charged when applications are 
lodged.

2.
Prekinder fees for the year 2012 are $640.00.  This may be paid in four (4) instalments of 
$160.00.  There is no concession on prekinder fees.  These fees will contribute to the 
balance of operating costs for prekinder services.  Fees will be collected by Latrobe 
City Council.  Fees are applicable even in the event of non-attendance.



CHILDCARE BENEFIT

Latrobe City Council’s preschool centres are recognised as ‘Registered Care’ Centres.  Child Care Benefit may be claimed by completing a Claim Form from the Family Assistance Office (FAO) and lodging this form at the FAO along with your prekinder fee receipts.  For more information please contact Child and Family Services on 1300 367 700.

FEE COLLECTION PROCESS
1.
A $25.00 non refundable administration fee is payable at the time of enrolment application lodgement.  A cheque or money order made payable to Latrobe City Council must be attached to all posted applications in order for them to be considered valid.

2.
Parents will be required to sign the Fee Payment Agreement on acceptance of a 
prekinder position.

3.
All parents will receive their prekinder accounts in line with Latrobe City Council’s four  (4) weekly accounts cycle.

5.
Fees may be paid either by the year in advance, by instalments or by Direct Debit.  Fees will be due two (2) weeks from the date of statement/invoice.  Payment methods will be shown on your statement. 
6.
Any parent unable to pay the set fee should contact Child and Family Services on 1300 367 700 to discuss alternative payment options.  Parents can be assured of the confidentiality of this process.

LATE FEE PROCESS

Where fees are in arrears for more than two weeks and no other arrangements have been made; the Late Fee Process will be implemented.

The following process will be put into place where the family has failed to pay the required term fee:-

1. Council debt policy will be followed entailing 30, 60 and 90 day reminder letters being sent.

2. If no contact has been made by the parent/guardian a follow up letter will be sent out; and

3. Where no attempt has been made for payment of fees, Council reserve the right to request the withdrawal of the service and the account will be referred to the Council’s debt collection service.

*Applications under the Early Start program are fee exempt, please contact Child and Family Services for further information.
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