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Enrolment and Orientation 
Policy and Procedures 

Purpose 
This policy provides clear guidelines and procedures for: 

• Enrolling a child at Miners Rest Kindergarten. 
• Supporting the orientation of new families and children into Miners Rest Kindergarten. 
• Ensuring compliance with national and Victorian legislation, including disability discrimination, 

anti-discrimination and human rights laws, the No Jab No Play legislation, and the Department 
of Education Kindergarten Funding Guide. 

• Ensuring equitable access and participation for all children, particularly those who are 
vulnerable or disadvantaged. 

• Ensuring that early entry applicants (including children younger than three years of age, and 
children younger than four years old on 30 April in the year they will attend kindergarten) are 
given equitable access to enrolment. 

• Adhering to the Department of Education’s Priority of Access requirements for both three- and 
four-year-old kindergarten programs. 

Policy Statement 
Miners Rest Kindergarten is committed to: 

• Ensuring families feel respected, safe and supported throughout the enrolment process. 
• Proactively engaging families who may experience barriers to accessing kindergarten services. 
• Demonstrating flexibility and responsiveness to meet unique family circumstances and needs. 
• Maintaining transparency in the registration and allocation of places through clear and 

consistent communication and information sharing. 
• Ensuring the registration, allocation and enrolment process is simple to understand, follow and 

implement. 
• Maintaining confidentiality in relation to all information provided as part of the enrolment 

process. 
• Promoting fair and equitable access to kindergarten programs, particularly for children and 

families who may face barriers to participation. 
• Enrolling children eligible for Early Start Kindergarten (refer to Definitions) in line with 

Department of Education requirements. 

Scope 
This policy applies to the approved provider, persons with management or control, nominated 
supervisor, persons in day-to-day charge, early childhood teachers, educators, staff, students, 
volunteers, parents/guardians, children and any other individuals participating in the programs and 
activities of Miners Rest Kindergarten, including during off-site excursions and activities.  
 
 

https://www.vic.gov.au/early-childhood-update-july-2025/no-jab-no-play-legislation
https://www.vic.gov.au/kindergarten-funding-guide
https://www.vic.gov.au/priority-access-criteria
https://www.vic.gov.au/early-start-kindergarten
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Responsibilities 

Approved 
provider and 
persons with 
management 
or control 

Nominated 
supervisor 
and persons 
in day-to-day 
charge 

Early 
childhood 
teacher, 
educators and 
all other staff 

Parents/ 
guardians 

Contractors, 
volunteers 
and 
students 

R indicates a legislative requirement and must not be deleted. 
Providing a funded kindergarten program to 
children who turn four years of age by 30 
April in the year they will attending, that is 
delivered by a qualified early childhood 
teacher, and offering at least: 
• 15 hours per week for 40 weeks of the 

year, or 
• 600 hours per year 

R     

Providing a funded kindergarten program to 
children who turn three years of age by 30 
April in the year they will attend, delivered 
by a qualified early childhood teacher and 
offering a minimum of 5 hours and up to 15 
hours per week. 

R     

Communicating to families the days and 
times the service will operate, planned 
closures (including public holidays and 
child-free days), details of any planned 
alternative sessions, and unplanned 
teacher absences or emergency situations. 

R     

Following the Priority of Access criteria to 
funded Kindergartens, as described in the 
Department of Education’s Kindergarten 
Funding Guide (refer to Attachment 1). 

R √ √   

Communicating with families and providing 
advice regarding the most appropriate time 
to commence kindergarten for children 
born between January and April. 

√ √ √   

Supporting inclusion and access through 
specific funding streams (for eligible 
families), including: 

• Kindergarten Fee Subsidy (refer to 
Definitions) 

• Early Start Kindergarten (refer to 
Definitions) 

• Early Start Kindergarten Extension 
Grants (refer to Definitions) 

• Access to Early Learning (refer to 
Definitions) 

• Second Year of Funded Four-Year-Old 
Kindergarten (refer to Definitions) 

R √ √   

Providing support to families whose 
children may be eligible for early entry to 
kindergarten, delayed entry to kindergarten, 
or a school exemption (refer to Attachment 
2). 

√ √ √   

Communicating with families that each 
child is eligible to access only one funded 
kindergarten program per year. 

R √    

Obtaining written confirmation from 
families that their child is attending only 
one funded kindergarten program per year. 

R √    
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Providing written confirmation that their 
child is attending only one funded 
kindergarten program per year. If the child 
is enrolled at two services, the family must 
nominate which service will 
receive kindergarten funding for the child. 

   √  

Identifying any barriers to access and 
developing procedures to ensure all eligible 
families are aware of and able to access a 
kindergarten program. 

R √ √   

Working in partnership with the child’s 
family or guardian to obtain alternative 
identification where a birth certificate or 
other official documentation is unavailable. 

R √    

Complying with the service’s Inclusion and 
Equity Policy.  

R R √ √ √ 

Ensuring kindergarten data is collected 
accurately, consistently and in a timely 
manner to monitor and proactively manage 
service capacity and utilisation, and to 
meet School Readiness Funding (SRF) 
requirements. 

R R    

Ensuring families have access to key 
service documents, including the Parent 
Handbook, Child Safe Environment and 
Wellbeing Policy and/or Statement of 
Commitment to Child Safety, Fees Policy, 
Privacy Statement, and Code of Conduct 
Policy. 

R √ √   

Appointing a person to be responsible for 
the enrolment process and the day-to-day 
implementation of this policy (refer to 
Attachment 2 and 3).  

R     

Responding to enrolment enquiries and 
providing families with clear information 
about the City of Ballarat’s Central 
Kindergarten Registration (CKR) Scheme, 
including when and how to register, key 
registration timelines, and the requirement 
to submit separate registrations for Three-
Year-Old Kindergarten and Four-Year-Old 
Kindergarten/Pre-Prep. 

√ √ √   

Where applicable, considering access and 
inclusion for vulnerable children when 
allocating places at the service (refer to 
Attachment 1 and 2) 

R √    

Where applicable, providing families with 
consistent and transparent communication 
on waitlist management processes (refer to 
Attachment 2) 

R √    

Complying with the service’s Privacy 
and Confidentiality Policy in relation to 

the collection and management of a 
child’s enrolment information 

R R R √ √ 

Providing opportunities for interested 
families to attend the open days to 
observe the program and become 

√ √ √   
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familiar with the service prior to their 
child commencing in the program 

Providing parents/guardians with 
information about the requirements 
of the law for enrolment, including 
obtaining the AIR Immunisation 

History Statement (refer to Definitions) 
and accessing immunisation services 

R √ √   

Ensuring parents/guardians are only 
offered a tentative place until the AIR 

Immunisation History Statement (refer 
to Definitions) has been assessed as 

being acceptable or the child has 
been assessed as eligible for the grace 
period 

R √ √   

Assessing the child’s immunisation 
documentation as defined by the 
Immunisation Enrolment Toolkit 
(refer to Sources) for early childhood 
education and care services prior to 
enrolment to determine if the child’s 
vaccination status complies with 
requirements or whether the child is 
eligible for the 16-week grace period 

(refer to Definitions) 

R √ √   

Ensuring that only children whose AIR 
Immunisation History Statements 

(refer to Definitions) have been assessed 

as being acceptable or who are 

eligible for the grace period (refer to 
Definitions) have confirmed places in 

the program 

R √ √   

Advising parents/guardians who do 
not have an AIR Immunisation History 

Statement (refer to Definitions) and who 

are not eligible for the grace period 
that their children are not able to 
attend the service and referring them 

to immunisation services (refer to 
Attachment 4) 

R √ √   

Taking reasonable steps to obtain an 
up to date AIR Immunisation History 

Statement (refer to Definitions) from a 

parent/guardian of a child enrolled 
under a grace period within 16 weeks 
from when the child begins attending 
(Note: the child can continue to 
attend the service if acceptable 
immunisation documentation is not 
obtained). 

R √ √   

Completing the enrolment record 
prior to their child’s commencement 
at the service and providing AIR 

Immunisation History Statement (refer 
to Definitions) of their child’s 

immunisation status 

   √  
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Where a child is eligible for the 16 
weeks grace period, ensuring that the 
child’s immunisations are updated in 
line with the schedule and providing 
an up to date AIR Immunisation 

History Statement (refer to Definitions) 
to the service 

   √  

Taking reasonable steps to obtain an 
up to date AIR Immunisation History 

Statement (refer to Definitions) from all 

parents/guardians after enrolment, 
timing reminders to comply with the 

maximum seven-month interval (Public 
Health and Wellbeing Regulations 2019 
107, Public Health and Wellbeing Act 2008 
Section 143E) 

R √ √   

Ensuring all authorised nominees (refer 
to Definitions) have been completed on 

the enrolment record (refer to 
Definitions) (Regulations 160 and 161) 

R √  √  

Ensuring that the enrolment record 

(refer to Definitions) both digital and/or 

hard copy complies with the 

requirements of Regulations 160, 161, 
162 and that it effectively meets the 

management requirements of the 
service 

R √ √   

Ensuring that enrolment record (refer 
to Definitions) is kept up to date if 

family circumstances change, and 
that services are made aware if they 
become eligible for additional funding 
as a result of changed circumstances 
(e.g. if a child acquires a Health Care 
Card the child becomes available for 
Kindergarten Fee Subsidy; if the child 
or family becomes known to Child 
Protection, the child becomes eligible 
for Early Start Kindergarten and Early 
Start Kindergarten Extension grant). 

R √ √ √ √ 

Ensuring that enrolment records (refer 
to Definitions) are stored in a safe and 

secure place, and kept for three years 
after the last date on which the child 
was educated and cared for by the 

service (Regulation 183 (1a) (2d)) 

R √ √   

Discussing the individual child’s needs 
with parents/guardians and 
developing an orientation program to 
assist them to settle into the service. 
The service should take into 
consideration barriers 
parents/guardians may have in 
disclosing sensitive information 
including communication and 
information barriers and the 
development of trusting relationships. 

R √ √   
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Reviewing the orientation processes 
for new families and children to 
ensure the objectives of this policy 
are met 

R √ √ √  

Ensuring that parents/guardians of a 
child attending the service can enter 
the service premises at any time 
whilst the child is being educated and 

cared for (Regulation 157), except 

where this may pose a risk to the 
safety of children or staff, or conflict 
with any duty of the approved 
provider, nominated supervisor, early 
childhood teachers or educators under 

the National Law: Section 167 

R R √ √ √ 

Taking reasonable steps to contact 
non-attending families prior to the 

cancellation of their enrolment (refer 
to Attachment 5) 

√ √ √   

Reviewing enrolment applications to 
identify children with additional 

needs (refer to Definitions and the 

Inclusion and Equity Policy) 

√ √ √   

Encouraging parents/guardians to: 

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

● make contact with educators at 
the service, when required 

√ √ √ √  

Assisting parents/guardians to 
develop and maintain a routine for 
saying goodbye to their child 

√ √ √ √  

Sharing information with 
parents/guardians concerning their 
child’s progress with regard to 
settling into the service 

√ √ √ √  

Discussing support services for 
children with parents/guardians, 
where required such as Pre School 
Field Officer, Early Intervention 
Programs, and Maternal Health 
Services 

√ √ √ √  

Developing 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 and feel culturally safe 

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

● value the voice of the child, 
ensuring they have opportunity 

√ √ √ √  
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to articulate their individual 
interests and needs 

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

● providing comfort and 
reassurance to children who are 
showing signs of distress when 
separating 

Reading and complying with this 

Enrolment and Orientation Policy 
R R R √ √ 

Updating information by notifying the 
service of any changes as they occur, 
for example obtaining or the 
cancellation of a Health Care Card; if 
the child or family becomes known to 
Child Protection 

   √  

Notifying Miners Rest Kindergarten in 
writing if they wish to cancel their 
enrolment. 

   √  


