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Thank you for considering Highfields Kindergarten for your child.

In accordance with the Enrolment & Orientation Procedure (attached), enrolments are offered in date order of
names being placed onto the Waiting List. Lodgement of this Waiting List Form does not guarantee your child will be
offered a place at our Kindergarten nor does it obligate you to accept a position with our Kindergarten.

Please feel welcome to phone our Administration office, for further information or to arrange to visit the centre
during operating hours.
Our current session times are as follows:

Unit1 Bilby Group: Mondays, Tuesdays & alternate Wednesdays 8:40am — 2:52pm
Possum Group: Thursdays, Fridays & alternate Wednesdays 8:40am — 2:52pm

Unit2 Koala Group Mondays, Tuesdays & alternate Wednesdays 8:10am — 2:22pm
Wombat Group Thursdays, Fridays & alternate Wednesdays 8:10am — 2:22pm

To calculate your child’s year of commencement at Kindy/Prep please refer to the below Queensland Government
age requirements:

Your Child’s Birth Date Eligible for Kindy Year Eligible for Prep Year
1 July 2021 - 30 June 2022 2026 2027
1 July 2022 — 30 June 2023 2027 2028
1 July 2023 — 30 June 2024 2028 2029
1 July 2024 — 30 June 2025 2029 2030
1 July 2025 - 30 June 2026 2030 2031

Highfields Kindergarten is an approved Free Kindy provider under the Queensland Government’s Free Kindy
initiative. The Queensland Government recognises that a quality Kindergarten program offers lifelong benefits and
free access to Kindergarten means every child has equal access and opportunity for a strong start in the early years
of learning.

At the time of enrolment, you will be asked to pay a $100 Enrolment Deposit and $5 Membership Fee (these are
non-refundable). Otherwise, you will only be required to make payment during the Kindergarten year if you utilise
the optional After Kindy Care program available to all families at Highfields Kindergarten. Please refer to the
attached After Kindy Care flyer for further information.

Wdergarten

Approved Program

Queensland
Government

AUDAR AT TTDELL

C Childcare & RATED
Kindergarten

NATIONAL QUALITY STANDARD



mailto:admin@highfieldskindergarten.com.au

5 KIN,
,P
AFTER KINDY CARE & 3:5

What is After Kindy Care?

The After Kindy Care program at Highfields Kindergarten provides a familiar, friendly and caring educational environment
where your child can participate in interesting play-based activities after the sessional Kindergarten program has finished
for the day and is an option available to all children enrolled at our Kindergarten. As modern family needs are evolving,
After Kindy Care aims to provide more flexibility for families to manage their work and other commitments.

While the After Kindy Care program is separate from the sessional Kindergarten program it is still regulated and assessed
by the Queensland Department of Education.

Afternoon Tea

If your child is attending After Kindy Care, please provide an additional snack for afternoon tea. You may like to provide
this in a separate small lunchbox container. These can be placed in the fridge at Kindergarten with your child’s lunchbox in
the morning.

Hours of Operation

After Kindy Care operates on Monday — Friday from 2:15pm to 5:30pm during school terms only (excluding pupil free days
and public holidays).

Advantages of After Kindy Care

There are many reasons you might consider using After Kindy Care, such as:

e Accommodating Work: After Kindy Care will operate until 5:30pm, providing extra time after the sessional
Kindergarten program, for working families to meet their obligations on the days their child attends Kindergarten.

o Time Management: After Kindy Care can be used to allow busy families space to attend to other commitments or
extra-curricular activities, such as sport or school activities with older siblings, as well as appointments, shopping
or some precious leisure time.

e Co-ordinating with school collection for older siblings: Families can leave their child at After Kindy Care while
collecting older children from school.

o ‘Please Help Me Out’ Moments: Use an After Kindy Care casual booking for those unplanned, unpreventable and
‘please help me out’ moments that come up when you least expect it. Take the stress out of having to wake a
sleeping baby, when an appointment has gone over-time, traffic is heavy or there is a deadline to be met.

After Kindy Care Bookings & Fees

Permanent Bookings ($25 per day): Permanent bookings are made on a Term by Term basis and will be invoiced to you at
the beginning of each Term. Permanent bookings can be for either 1, 2 or 3 days a week aligning with your child’s normal
sessional Kindergarten program.

Casual Bookings ($30 per day): Attendance is subject to available spaces. Speak with our staff to organise your booking
as soon as you are aware that you'll require an After Kindy Care position.

When you make a booking, we will allocate a place for your child for the whole After Kindy Care program time for that day,
even if you will collect your child before the 5:30pm finish time. This allows us to adequately plan our staffing
arrangements.

Please note:

e Only children enrolled in our sessional Kindergarten program can attend After Kindy Care.

e Your child can not attend After Kindy Care on days that they are not attending their normal sessional Kindergarten
program.

e A late fee of $10 per 5 minute block will be charged if your child is not collected from After Kindy Care by 5:30pm.

e Refunds will not be provided should your child be absent on a day that they were booked to attend After Kindy
Care.

e After Kindy Care hours and fees are subject to regular review and may change according to demand.

e Attendance is at the discretion of the Centre Manager of Highfields Kindergarten.
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Step One: Walt list

The centre Director (or their approved delegate ] will:

= Encourage parentsiguardians (with their chid) 1o visit the cantre pror to completing a wait kst application.

= Be respongible for maintaning the centre’s wai list

= Communicate io families and local community how the waiting list is prioritised.

= Conséder a child to be an the wait list when a completed application has baan recefved. Where possible, & waiting list
fea should not be charged, but (s penmitied (if reguired) to prevent farmilies from enrolling at multiple centres,

Step Two: Enralment Offer
The centre Director (or their approved delegate ) will:
= Make enrolment offers as per Govermiment nsland Kinde Fumding Esseniia
requirernents AND in order of the receved date of walt kst application.
= When making enrolment offers, prioritize elgible-age children (children who tum 4 yeans by 30 June in the year they
attend kindergarten) before making enroiment offers to non-aligible-age children and eligible-age children wishing to
enod in a second approved kindergarten group at ther centre.
Specify an ‘offer axpiry date’ when rmaking an enrciment offer.
Make enrclrment affers for the cument kinderganen year when vacancies exist.
Make enrclment affers to non-aligibls-aqe childnen:
o When all enralment offers to aligible age children on the wait [i5t have been finallsad AMD
o Afer the beginning of Februany of the kindergarten year. Eafier enrolment offers cannot be made unless the
cantre has prior witten approval of CEK (via caobfeandk ssn.au) and the Department of Education
=  Make enrclment offers of eligible-age children wishing to attend a second approved kindengarten growp at thelr
CoEnira:
o When all enrolment offers o eligible age children |attending one kindergaren group) on the wait kst have bean
finaligad.
o After the beginning of Februany of the kindergarten year. Eafer enrolment offers cannot be made unless the
cantre has prior witten approval of CEK (via cobfieandk san.au) and the Department of Education
o Mot refuse an enrolment offer 1o an eligible-sge child if kindergartan funding has been's going to be claimed for
that child by anather approved kindergarten provider.
= Mot prcntise enralment offers of
o Children of committes members.
o Children with siblings who are cumenily of have previously been enrclied &t the centre.
o Children who reside locallyicloss fo centre.
o Children of centre staff (uniess approved by the commibes).
= Conssdar the following factors when determining the timing and number of enrcdment offers:
o Vatancies
o The nurmber of children on the waitlist
o The expected nurmber of delayed entrngeit children.

Step Three - Enrolment Confirmation
= A child's parentiguardian s reguired to accept or decling an enrolment offes.
= A child's enrodment i3 confirmed when a parentiguardian has, by the specified date:

o Accepied the enrolment offer.

o Completed (and retumsed) 8 CAK Enmmément Bookiet Affllsde and supplied the required documantation including
evidence of child's date of birth and immunisation status. Refer to definitions for accepiable documentary
evidence.

o (If applicable) Pakd an enrolment fee, A membership fee and ennolment fee can be charged. It 1 racommended
that the enrolment fee dees not excesd $100. As stated in the centre constibution no other feesfevies are to be
charged.

= The centre Director (or approved dedegabe ) will:

o Process any fees payable.

o Frovide parentiguardian confirmation of thelr child's enrolment in writing.

o Review CE8K Enmdment Bookief Affliste and docurmnentation as they are recalved and promptly follow-up on any
misaing information e.g., healthmedical, cusiodial, funding eligibiiity, interests, talernts, behaviours,
develspmental delay, fee payment, proof of date of birth, Immenisetion ate. Health information recorded In a
child's enrolment record must be sighted/noted (regulation 162(g)).

= When a parent'guardian indicates in the CAK Enrolment Bookial Afflate they are clalming kindergarten funding at
another centre far thelr aligible-age child, the centre Directar (or approved delagate ) will:

o Contact the parent'quardian o discuss and confirm their understanding and Intention.

o Support a family's choloe regarding which centre will be claiming kindengaren funding for thelr child.

o Mot refuss the childs anrolment.

Conisei Dificas ECECA ALK Sarvios Suppori Tasm Efecies Oniw 07O 004 YT Pagmliofl EEE
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When a parentguardan has not provided thelr consant for any tem listed in the C&K Enmdment Bookiat Afillste, the

centre Director (or approved delegats) will contact the parent/guardian to discuss and confirm thedr understanding

and Intention_ When parent/guandian consent has not be provided to administer First Ald and emergency medications

(EpiPen o Ventolin, shane the following Informmation:

o Sometimes a child experiences thelr first asthma’anaphylaxs medical emergency while in cane.

o Delay in adminlstedng anaphylasaiasthma medication in a medical smeangency may result in senous, even fatal
health risks o Chilkdnen .

o Under-treatreent of anaphylaxis is more harmiul (and potentally life threatening) than over-treatment of a mild or
moderate allergic reaction. When appropaiate, refer parenis/guardians o Asthma Australls and ASCIA.

o Teachers and edecators have cument First Ald and emergency management of anaphylaxes and asthma training.

Step Four: Orientation
Prior o a child commencing, the centre Director (with their approved delegates) will:

Complete onentation activities. Onentation acthities will vany bebween cantres; and be responsive to the needs of
farmilies and chidran.

Encoursge and wealcorme familles to spend time af the cankna.

Considar and respond appropriately to the neads of families from diverse cultural and languags backgrounds. Emsad
the C&K Inclusion tearn (Incluskoni@icandk. asn au) for access code to amange TIS interpreter (131450 |

b homesffaire.gov). Free senvice for kindergarten programs

Provide an opportunity for parenis/guardians 1o share informmation about eir child’s curment indiidual strengths,
interests, and needs.

When a child has inclusion or medical needs, echedule and faciitale a formal meeting with parents/guardians. Refer
to Medical Condiions Pracadurs and Commanicating with femilles to suppart children's weihalng and inclusion
Erpcedure for further direction.

Kindergarten Funding Eligibility

To e edigible for Queensland Kindsrgarben Funding, centres must meat the sandce provider eligibility criteris
inciuding the provision of 600 houwrsiyear of an approved Windergarten program.

Parentaiguardians of an eldgible child will receive Quesnsiand Kindergaren Funding for onby one (1) kindengaiten
programigroug.

Parentaiguardians of non-aligible age children are not eligibde for Queensliand Kindengarten Funding and will be
charged the standard dally fee or higher.

Funding and Fees for eligible-age children attending more than one kindergarien program

Parenta/Guardians of aligible children attending two kKinderganen groups at the sarme sessionsl kindergarten will be
charged the standard dally fee or higher for tedr child's enfolment in e second kindengaten growp.

When an eligible age chil is has enrolled at more than one approved kindergarien program across bwo centres, their
parentziguardians must indicate (via thesr child's C&K Envoimeant Bookis! Afflate) which cantre will recalve
Cueenstand Kindarganen Funding.

Parenta/Guardians of eligible children who have Indicated they are claiming Quesnstand Kindergarten Funding at
another centre will be charged the standard dally fee or higher.

Definitions
Eligible aged child A child that tums 4 years old by June 30 in the year they attend kindergaten OR a child
wilh dedayed axil that 1= no older than B years and & months
Compulsory age to 6 years and § months
slart schiosl
Accaptable evidence s Birth Cemificate
of a date of birth s  Passport
= Medicare-ssued immunisation history
= Other govemment mewed document stating child's Date of Birth
e Statubory Declaration cerified by & Justice of the Peace stating child's full name and
Date of Birth
= Docurmentation provided by efther a commmunity eldens) or offer relevant commun ity
member citing child's full neme and Date of Birth.
Contsc] Cificer ECECSCEK Sarvios Suppari Tasm Eecies Oeba 070 04 W3 Page 2 af T a1 = |

Poley Relsrarca E repirraar: Py Terr Ak es Camiran Onlp




NQS7 Governance and leadership

C&K Procedure

Smdsrgarten Affiliated Kindergarten Enrolment and Orientation

Acceptable evidence »  Official record ssued by the Ausirakan Immunisation Reglster

of immunisation «  Letter from & recognised immunication provider e, Genaral Practitioner or
immunisation nrse.

» Ewvidence must indicale & childs immunisation status s ‘'up io dabe’ or ‘not up to
date’ ag per Cuwesnsiand Immunsation Schedule_ An up-to-date status ncludss
cases where achild i8 on a recognsed catch-up schedule or has & documented
approved medical exemption.

»  Mon-Australian govemment vaccination records are NOT recognised & approved
documentary evidence. Parenta/Guardians of children with non-Ausirakan
govenmiment vaccination records must seek advice of & General Practitoner or
immunisation nerse o obtain evidence of Immunisation.

Acknowledgements and references
=  Quesnstand Gosemment. Funding essentials for sessional Kindenganens
=  ACECOA. Information Shesat — Cuality Arsa & Enrcdmient and Oventation
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CHILD’S SURNAME: ...ocvvmiiniisiessisssssssssssssss st ssss s ss s sssssssnsssns O 2
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CHILD’S GIVEN NAME:  .oocvvuieeieriiseiseissssessesssssssessss st sse st ss s S CERTPLACE T Chow
DATE OF BIRTH: oovveeienieeiesieesiesisnnnne

GENDER: Male[ | Female [ | Non-Binary/Unspecified [ ]

YEAR OF ATTENDANCE: .....ccceeevvveeeennnn.

PARENT/GUARDIAN NAME: ..tteieiietiie ettt e ettt e e eeeate e e e ettt e e e eeaaa e e e e esabaeeesebaaeessebaeeeeessaaseeeenasesessssssesesesnsreeesan
PARENT/GUARDIAN NAME: .. teiieiiettiie ettt e et e e ettt e e e ettt eesseaaeeeeessaaaeesseabaaeessebaeeeesasaaseesenasesessssnsaeessnnsreeesan
HOME AD D RESS: ettt e ettt ee e ettt te e e e et e e e e e ta e e s ataa e eeataanaasataasaaessnnsaesssnnsssessnnssesssnnsesssnnneeseeen
L (O 141 I = I o ] =N
Y0 2 | PN

EIMAIL ADDRESS: ettt e s e e e e e st a et e e e e st r b e e e e e e s s e ane

DOES YOUR CHILD HAVE ANY ADDITIONAL NEEDS OR MEDICAL CONDITIONS? Please detail:

If for any reason, your child may need additional assistance (for example, special facilities, special equipment or
additional support staff), please notify us as soon as possible so that we can plan for the needs of your child.
Please note: This information is requested to assist us with planning for the successful inclusion of your child. The
information obtained will not be used to deny or delay enrolment of your child.

PARENT/GUARDIAN DECLARATION:

| hereby apply for my child’s name to be placed on the Waiting List at Highfields & District Kindergarten (‘the
Kindergarten’). | accept that enrolments are offered in date order of names being placed on the Waiting List.
Lodgement of this Waiting List Form does not guarantee my child will be offered a place nor does it obligate me to
accept a position at the Kindergarten. | further understand that the Kindergarten cannot accept responsibility for
mail delivered to an address that is not current and agree to notify the Kindergarten of any change of address in
writing. | am the legal guardian of the child whose details appear above and | have authority to provide the
information contained in this Waiting List Form. | understand that the Kindergarten regards this information as
confidential and has policies in place to ensure the protection of this information.

PARENT/GUARDIAN SIGNATURE: ....cootiiiieienienienienieeiesieeeeee e DATE: i,

How did you find out about QU KINAY? ..eeeeeiieieeeeece et e e e sae e e e st e e e e e st e e e sanabeeeeenseeesesseeeeennsens




