
[image: image1.jpg]A
GLENpOw'e
CHRIS 12N

KINDERGARTEN








GCK Policy

“Enrolment & Fees”

Objectives

GCK aims to provide all new, and current, families with clear and concise information relating to enrolments and fees.
Procedures & Strategies
The Enrolment and Fees Policy includes two procedures:
1. Enrolments
2. Fees and donations
1. Enrolment Procedure

Purpose: 
To inform all parents and families of the requirements for, and process of, enrolment.

Procedure: 
· At GCK we recognise all children as precious and unique individuals. We welcome enrolments for all children, regardless of gender, ethnicity or ability. 

· Pre-enrolment forms are available from the Kindergarten or website.

· Parents are required to support their enrolment application with a photocopy of their child’s birth certificate or Resident’s Visa.

· Parents must also provide a photocopy of their child’s vaccination records.

· Once enrolled, children may begin at GCK from the age of two years and six months, on condition they are reliably toilet-trained or a nappy change position is available and offered.
· Minimum number of 2 days per week is required as this helps children in their socialisation.

· Two weeks’ notice of leaving is required or 2 weeks fees in lieu may be charged, except when children are leaving to go to school.
· If you require your child to stay at GCK beyond their fifth birthday, please advise the head teacher with three months’ notice so we can account for them. Their place beyond their fifth birthday cannot be guaranteed without this written notice.
· Siblings of children already attending GCK get preference and are moved to the top of the waiting list when they turn 3 years old.

· Siblings of children already attending can be placed on the waiting list earlier than 18 months of age.

· Children of new families can be put on the waiting list from 18 months or as negotiated.
· The GCK Management Board reserves the right to close the waiting list at their sole discretion.

· Staff will go through with parents/caregivers an induction process checklist upon the child starting at GCK. Staff will follow up with parents to make sure that they are familiar with the check list.

2. Fees and Donations Procedure

Purpose: 
This policy is to clearly outline the fee structure GCK has in place so parents are suitably informed of their financial obligations and understand why donations are needed.
Fees and donations are essential in order for GCK to maintain a quality learning environment for all children, as we cannot rely solely on the Government Funding for our operating expenses. The donation is a voluntary payment that is needed to fund our operating expenses. Families are entitled to claim a tax credit for any donations paid, using the receipt supplied by GCK on an annual basis.
Procedure: 

· Fees and donations are set by the GCK Management Board. The current fees and donations are set out in the schedule below. 

· Upon acceptance of your place at GCK, an enrolment fee will be charged to secure your child’s place. This is non-refundable. This fee will appear on your first invoice.

· 20 hour ECE is available for all children over the age of 3 years. 20 hours ECE can be claimed for a maximum of 20 hours per week. If your child attends multiple early childcare services you may only attest a maximum of 20 hours ECE across all services. The 20 hours ECE subsidy ceases after three weeks of continuous absence. (An arrangement with the GCK management board would need to be put into place or the placement may be cancelled.) 
· Invoices are issued in arrears each month, and fees should be paid for the month within seven days of receiving the invoice.  Please note: Payment terms are 7 days from the invoice date (unless an arrangement has been put in place) and paid using internet banking. 
· Any financial arrangements need to be made with the Head Teacher and the Treasurer. 

· If we have not received payments within 2 weeks of invoice, your child’s enrolled position may be cancelled. We may also refer your account to a third party collection agency and you will be liable for any debt collection costs.

· Two weeks’ notice of leaving is required in writing, or two week’s fees in lieu may be charged
· This does not apply when children are leaving to go to school.

· Once parents indicate that they would like their child to do more hours and this will put the child over the 20 hours, parents will sign a new attestation form and they will be informed of additional fees relating to extra hours at GCK. 
· At GCK we are unable to swap days or substitute days due to illness or change of circumstance; however an extra day can be applied for and are subject to availability on the day and will be charged as an extra day.
· Full fees will apply to emergency closures due to civil defence emergencies, extreme weather conditions, non-controllable health and safety issues, interruption to essential services or similar.

· GCK will be closed for the school holiday periods, 2 weeks in the April/July/Oct period and then 6-7 weeks in the Dec/Jan period. You will not be charged fees at this time.
· If your child is absent, full fees are applicable.

· Full fees are payable for any statutory holidays that fall in term time, on your child’s scheduled day.

· The Ministry of Education considers a frequent absence to exist if your child has a pattern of absence in any one month such that their attendance does not match their enrolment agreement for at least half of the days booked. If a frequent absence pattern has been established and these absent hours are still required as genuine enrolment times for your child, then the regulations require you to sign a reconfirmation of enrolment form to maintain your booked hours. If the frequent absence pattern continues across three consecutive months funding will cease in the fourth month. Government funding is provided for attendance not absence with the intention to establish a good attendance record before children go to school.
· Please note: fee schedules may be reviewed from time to time and at least 4 weeks’ notice will be provided of any changes. GCK reserves the right to add, amend, clarify or delete terms, conditions or policies as required.
Donation and fee SCHEDULE

	Fee Type
	Amount Billing
	Type & Frequency

	
	
	

	Over 3 Years Old
	
	

	Enrolment Fee
	$92.00
	Once only, billed on enrolment

	 Donation (tax deductible)
	$2.50
	Per Hour spent at GCK, per month in arrears

	> 20 Hours / week
	$5.75
	Per Hour exceeding 20 hours, billed per term in arrears

	Focus Fun Club
	$25.00
	Materials fee – once off.

	Under 3 Years Old
	
	

	Enrolment Fee
	$92.00
	Once only, billed on enrolment

	Donation (Tax deductible)
	$2.50
	Per Hour spent at GCK, per month in arrears

	Attendance Fee
	$5.75
	Per Hour spent at GCK, billed per month in arrears
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