NQS7 Governance and leadership
Procedure
Enrolment and orientation
Introduction
Effective enrolment and orientation processes form the foundations for strong relationships
between families and a centre. For further information, visit C&K Intranet, Kindergarten
Enrolments or Childcare Enrolments or contact C&K Service Support
(servicesupport@candk.asn.au) or your Early Childhood Education Manager.

Making enrolment offers
With centre Administrator / Clerical support, enrolment offers are managed by and are the
responsibility of the Centre Director.
•

•
•

•

•

Enrolment offers for the following year typically commence:
o For kindergartens – up to one year prior to children commencing kindergarten.
o For childcare and Outside School Hours Care centres – Quarter 4; the year prior to
the year of entry.
When a vacancy exists, an enrolment offer is made to the next child on the waiting list.
The number of enrolment offers made depends on:
o Vacancies
o The number of children on the waitlist
o The age of children
o The number of continuing children, and
o The expected number of delayed entry / exit children.
Child care, Outside School Hours Care and Occasional Care centres will offer places
according to C&K’s Priority of Access (as per below) AND the received date order of
waitlist applications. As vacancies arise in a centre, priority will be given to children who
are:
o Priority 1: At risk of serious abuse or neglect
o Priority 2: From a single parent who satisfies, or of parents who both satisfy the
work, training study activity test
o Priority 3: Any other child
o Within these priority categories, priority will also be given to children in Aboriginal
or Torres Strait Islander families and families where a member is disabled.
When offering enrolments, kindergartens are required to:
o Use the iEnrol (Kidsoft) system to support the enrolment offer process.
o Offer a place as per C&K staff priority followed by the received date order of waitlist
applications.
o Offer places as per the eligible age guidelines (i.e. children who turn 4 by 30 June in
the year they attend kindergarten).
o Offer places in one group before offering places for subsequent group/s.
o Follow the Queensland Kindergarten Funding Scheme Guidelines when offering
enrolments to non-eligible age children.

An enrolment is confirmed when a parent / guardian has:
•

Completed and returned an Enrolment Booklet (which includes the Fee Payment
Agreement and iDebitPro Forms) OR accepted an enrolment offer via Kidsoft’s
iParentPortal and completed and submitted the online Enrolment Form.

Orientation
•

Orientation activities may vary from centre to centre.
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•

However, all centres are required to:
o Commence orientation activities upon confirmation of enrolment (for children
commencing the following year) in term 4 / quarter 4 before the end of year closure.
o Provide an Orientation Pack to all families.
o Inform parents / guardians of all items detailed on the Orientation checklist.
o Provide an opportunity for the child’s educator and parent / guardian to discuss
confidentially the child’s individual strengths, interests and needs.
o Invite waitlisted families to events to show them the centre prior to enrolment (e.g.
Open Week).
o Prior to enrolment, arrange a formal meeting with parents / guardians who are
enrolling a child with an additional need or medical condition. Please refer to
Procedure Medical Conditions and Procedure Communicating with families to
support children’s wellbeing and inclusion for further direction.
Consider and respond appropriately to the needs of enrolled families from diverse cultural and
language backgrounds. To access interpreting services, please contact the Quality and
Regulation (Q&R) team (3513 2597 / nqf@candk.asn.au

New enrolment

 Enrolment
Offer

•
•

 Enrolment
Confirmation

•
•
•
•
•

 Orientation

•
•
•
•
•
•
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Centre Director maintains current waitlist in Kidsoft/iEnrol, as
applicable.
Centre Director makes an enrolment offer using the Enrolment
Pack. The enrolment offer specifies the offer expiry date. The
parent / guardian is required to return all completed documents
within 3 – 5 days.
Parent / Guardian accepts or declines enrolment offer.
Centre Director processes the enrolment offer response in
Kidsoft/iEnrol, as applicable.
Centre Director enters the information contained within the
enrolment pack into Kidsoft including child, guardian, bookings,
payment schedule, relevant tags and documents provided.
Centre Director processes the enrolment fee.
A confirmation of enrolment email (or letter if no email address
provided) is sent to the parent / guardian.
The Centre Director plans, invites and communicates the centre’s
orientation activities to the relevant parents / guardians.
Parent / guardian attends orientation.
An Orientation Pack is provided to the parent / guardian.
Centre Director (or delegate) discusses items on the Orientation
checklist.
If required, the centre Director (or approved delegate) will request a
further meeting with the parent / guardian to review information
provided in the Enrolment Booklet.
To ensure a smooth transition and where possible, families are
actively encouraged to spend time at the centre prior to
commencement.
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* Email via Kidsoft is the preferred method of communicating enrolment offers and providing enrolment offer documents. This
will ensure accurate records of all correspondence. Electronic versions of enrolment offer documents are available.

Priority to C&K employees
•
•
•

C&K permanent (full-time and part-time) employees are provided with enrolment priority
at all C&K branch centres. That is, C&K employees will be placed at the top of a centre’s
waiting list and will be offered the next available vacancy.
Whenever possible child(ren) of C&K employees should be enrolled in an alternative
centre or group to their educator parent / guardian. C&K recognises that in some cases
(e.g. regional / remote centres) this may not be possible.
If conflict or difficulty arises from the enrolment of an employee’s child, a facilitated
conversation between the Educator and Centre Director may be required. If the centre
Director's child is involved, the Early Childhood Education Manager will assist. If the
conflict or difficulty is not adequately resolved, approval for the continued enrolment of
the child may be withdrawn at the discretion of C&K executive management.

Staggered or delayed starts are not permitted
•
•
•

C&K centres are not to implement staggered starting dates for children at the beginning
of a new year.
To be eligible for the Queensland Kindergarten Funding Scheme funding, approved
kindergartens must operate and provide a program for a minimum of 15hrs / week at
least 40wks / year.
If vacancies exist and an enrolment offer is made, the child is to commence and / or full
fees are payable.

Kindergarten specific enrolment information
Non-eligible aged children

• Only children of eligible age (i.e. children who turn 4 by June 30 in the year they attend
kindergarten) can receive Queensland Kindergarten Funding Scheme subsidies. Parents
/ guardians of non-eligible age children are not eligible for any Queensland Kindergarten
Funding Scheme subsidies and are required to pay full fees.
• Waitlisted children of eligible age will be offered a place before non-eligible age children.
• Enrolment offers to non-eligible age children are made as per Queensland Kindergarten
Funding Scheme guidelines.

Enrolment in more than one kindergarten group
•

•

•

If a child is already enrolled in another approved kindergarten program, they may only
be considered for enrolment in a second kindergarten group when the waiting list has
been exhausted and all efforts have been undertaken to maximise enrolments of eligible
age children.
A child enrolled in a second kindergarten program will not be eligible for additional
Queensland Kindergarten Funding Scheme subsidies. The parent / guardian must
indicate via the Enrolment Booklet which centre will receive the Queensland
Kindergarten Funding.
When a child is enrolled in both a C&K kindergarten and a C&K childcare kindergarten
program, the parent / guardian will be asked to nominate the centre to receive
Queensland Kindergarten Funding.
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•

Eligible age children, not currently enrolled in a kindergarten program, have priority over
children wishing to enrol in a second kindergarten group.

Delayed entry and delayed exit
•

It is recognised some children may benefit from starting a kindergarten program at a
later age (delayed entry) or completing a second year of a kindergarten program
(delayed exit). Refer to Procedure Delayed Entry and Exit for further guidance.

Updating Enrolment Information- Returning / Continuing Families
•

Updating enrolment information for returning families is the responsibility of the centre
Director.
• Returning families are not required to complete an Enrolment Booklet or pay an
enrolment fee.
Update 1. Provide existing / returning parent / guardians via hardcopy
Returning
(handed to families) or email using available template (Kidsoft).
families
2. Specify return due date, five (5) days from the date provided to the
family.
Email via Kidsoft is the preferred option.
Confirmation Returning
families

1. A return place is confirmed when the Form Update of Details is
completed and received by the centre.
2. Centre enters any updated information and uploads the completed
Form update of details into Kidsoft within one (1) week of the form
being received at the centre.

Termination or variation of enrolment
•

Parents / guardians are required to provide two (2) written weeks’ notice to cancel or
vary their child’s enrolment by completing Form Termination of enrolment or Form
Variation of enrolment.
Childcare, Outside School Hours Care, and Occasional Care
If a child does not attend on their last day/s, full fees will be charged. Any absences after
the last physical day of attendance are required to be marked as cessation of care for full
fees to apply. Contact Service Support if you require further assistance.
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