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Enrolment and orientation to the service 

Enrolment 
All children starting preschool will start in the first week of term one. Every child will have four terms of 
preschool and then four terms of reception when they start school. 

If your child turns four: 

• before May 1 they will start kindergarten on the first day of term one in that year 

• on or after May 1, they will start kindergarten on the first day of term one the following year. 

All eligible children will have access of up to 15 hours per week of preschool, for 40 weeks of the year before 
they attend school. Each preschool program will be delivered by an early childhood teacher with four years 
of university training. Funding to provide 15 hours of preschool is a Federal Government initiative, in 
partnership with the South Australian State Government, and operates in all states and territories within 
Australia. This initiative is known as Universal Access. 

In conjunction with the Universal Access initiative is the national Early Years Learning Framework (EYLF). The 
Early Years Learning Framework – Belonging, Being Becoming has been developed to ensure delivery of a 
nationally consistent and quality program for all children accessing early childhood education. For more 
detail on the National curriculum please refer to the Attachments section of this policy booklet. Our program 
is regularly displayed and promoted via notice boards and/or newsletters. Parents are encouraged & 
welcome to participate in the program. 

Children with additional needs* may be able to start preschool two terms before they would normally start. 
This is decided on a case by case basis. If your child is eligible, they may be able to go to one session (3 hrs: 
15 min) a week in the first term and up to two sessions (6 hours: 30 min) a week from the beginning of their 
second term of early entry. 

Talk to your Preschool Director to find out what is available for your child. 

Aboriginal Children and children under the Guardianship of the Minister for Education and Child 
Development can go to preschool from the time they are three. 

*(Additional needs include disability, developmental delay, gifted development or children who are at risk 
because of culturally and linguistically diverse backgrounds or family circumstance) 
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Importance of regular attendance 
Attending kindergarten regularly will develop your child(ren’s) skills and attitudes that will help them be 
successful in later life. 

Attendance is marked on a roll daily. Please can parents phone the kindergarten to advise of a child’s 
absence. Absences of over 1 week are followed up with a phone call. Periods of ongoing unexplained 
absences are followed up by the Director organizing a meeting with families to plan strategies to work 
toward regular attendance. 

Enrolment forms 
An enrolment form must be completed prior to children attending kindergarten. Accuracy is important so 
parents may be requested to review enrolment forms, from time to time, to ensure information is up to 
date. 

Enrolment forms are available directly from the kindergarten; they can be posted if parents so wish. It is 
strongly encouraged during the enrolment process that both parents, if applicable, sign the enrolment form. 
The Director is required to also co-sign the enrolment form. We are also required to sight proof of birth date 
and Immunisation Schedule for your child. 

The current enrolment form can also be used for enrolling in both the Kindergarten program and Transition 
Program (ie Pre-entry) at Mount Barker Kindergarten. 

Orientation – when your child starts 
We are here to support and extend your family’s early years experiences. Positive relationships between 
parents, children and staff are important to us and help unite us as a community. In acknowledgment of 
everyone’s busy lifestyle and knowing ‘first impressions’ do matter we have formulated a ‘One Pager’. This 
one pager highlights our main policies and identifies the ‘essentials’ required when your child(ren) starts 
kindergarten. See Attachment section for copy. 

Parent participation 
Please feel welcome to stay, or drop in, at the kindergarten any time during the session. 
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Child development records – assessment and reporting 
The staff team at Mount Barker Kindergarten has formulated procedures to record individual child 
development records, for every child. 

When a child starts 
The staff provides each family a child interest questionnaire to complete. These are then used to plan 
around children’s interests and strengths, and give the staff an overview of the child and family 
expectations. 

At kindergarten 

Portfolio folder 
Each child will have a portfolio. Your child’s portfolio will contain examples of art work, photos, drawings 
etc., this is added to throughout their stay at kindergarten. This portfolio belongs to the child. This folder will 
hopefully show the child’s enjoyment, participation, growth and progression through kindergarten  
displaying interests and achievements. Parents and children may view their portfolio at any time. 

Focus groups 
Children are given the opportunity to work in small groups to undertake learning experiences, which extend 
on their literacy and numeracy skills, speech activities, social skills, etc. These group times also give the staff 
the opportunity to observe pencil grip, speech clarity, social interactions, concentration abilities etc. The 
children love these experiences and examples of their achievements are placed in their portfolios. 

Statements of learning 
A Statement of Learning Report, using the Early Years Learning Framework, is completed for each child in 
their last term at Kindergarten; and a copy is passed on to the school. Statements of Learning are kept 
confidentially. In the child’s final term of kindergarten their Statement of Learning report is finalized. Parents 
will view, have the opportunity to provide comment and sign this document, before it goes to school. 

Parent interview 
At Mount Barker kindergarten the staff are available to hold formal interview(s), with the child’s parent(s) to 
discuss their child’s progress. These appointments are mutually agreed upon between the parent(s) and staff 
enabling families to meet after hours, if applicable, in a 1:1 situation. 

Please be assured if there are any developing concerns i.e speech, co-ordination, behavioural, staff will 
approach parents when it arises. Parents are also more than welcome to make time to discuss concerns that 
they have noted at anytime during their child’s time at kindergarten. 

Special needs folder 
If your child receives specialist support whilst attending kindergarten – ie speech, co-ordination 
development, behavioural – a ‘One Plan’ is formulated to meet each child’s specific and identified needs. 
This is completed with parent(s)/caregivers, staff, and other agencies and is designed to ‘follow’ the child. 

These plans are copied and passed onto the school upon parental consent in the child’s final term of 
kindergarten and just prior to commencing school. Children with special needs are catered for within the 
program. 

Please Note: Parents receive copies of these reports as soon as they become available. 
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Conclusion 
Many of the assessment and reporting processes at our kindergarten have taken a great deal of time, 
changing, reorganizing, refining over the past years. At this stage we feel we have the best methods for 
recording each child achievements; however we are always open to comments, suggestions and different 
points of view! Please feel free to view any of the mentioned procedures at our kindergarten at any time. 
Please remember we are always available for you and your child. 

 

Reviewed August 2017 

Next Review: August 2018 
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Priority of access criteria 
Where the demand for preschool/kindergarten places exceeds our capacity (number of places) available 
then our Priority of Access will be implemented. 

Access of priority will be given to children turning 4 years of age before May 1st. They will start preschool on 
the first week of Term 1 in that year. All 4 year olds will have access to an average of 30 hour fortnights, 40 
weeks of the year, prior to school. Preschool children are unable to receive more than the government 
funded hours service (15 hours a week) by accessing other services. In cases of extreme high demand (i.e 
over 60 eligible kindergarten children enrolled) a waiting list may be established. 

Access of Priority will also take into consideration aspects of the State / Commonwealth’s Guidelines, 
namely:- 

• a child at risk of serious abuse or neglect 

• children in Aboriginal and Torres Strait Islander families 

• children in families with a non-English speaking background 

• children in socially isolated families 

• children of single parents 

• children under the Guardianship of the Minister 

• children with specific and identified special needs 

• transfer of eligible kindergarten child(ren) into the Mount Barker and surrounding areas 

Additionally Access of Priority consideration will be given to children living in the immediate local area 
and/or attending a local long day Child Care Centre, Family Day Care, sibling(s) attending local public and/or 
private school(s). 

Aboriginal and Torres Strait Islander children and children under the Guardianship of the Minister are able to 
access funded kindergarten from the age of 3. 

In some circumstances, children with identified special needs can also access kindergarten earlier, under 
Early Entry Guidelines. See Kindergarten Director for further information. 

Please note that each enrolment will also be viewed according to individual needs. 

Preschool director responsibilities 
• All  families,  at  point  of  enrolment,  are  informed  of  our Preschool Priority of Access Policy 
• Staff members are aware and understand the preschool policy 
• Liaises with other neighbouring sites to establish geographic boundaries, where appropriate using 

post codes and/or street boundaries 
• Notifies designated DECD personnel and neighbouring  sites when Mount Barker Kindergarten is 

nearing capacity. 
• Advises parents /guardians of alternative kindergarten sites if place(s) become unavailable. 

Governing council responsibilities 
• Ratify Preschool Priority of Access Policy minimum every two years and/or when numbers dictate. 
• Ratifies priority catchment area-when determined due to reaching capacity. 
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Other factors 

State and federal legislation 

• Site capacity – 41 children per session 
• Staffing ration – 1:11 

Pre-entry priority of access 
Upon kindergarten vacancies being identified pre-entry to kindergarten may be offered  in term 3 and 4 
prior to the child’s eligible year. 

Children may have access to 2 hours of pre-entry a week. Mornings or afternoons will be available and are 
determined in discussions with the parent(s) & preschool drector. 

Children turning 4 in the term offered of pre-entry  will  have priority. If starting in term 3, the pre-entry will 
continue for the remainder of the year. 

This is a kindergarten funded program. A fee is applied and determined annually. 

Reviewed: March 2017 

Next Review: March 2018 

  



 

7 

 

Governance, management of service and confidentiality 

Governing council 
Mount Barker Kindergarten is a government funded/operated kindergarten. We are part of the Department of 
Education and Child Development (DECD) – HEYSEN PARTNERSHIP- and as such adhere to government 
policy regarding preschool operations and functions. 

Parents serving on the Governing Council ensure the kindergarten continues to operate in a safe and efficient 
manner. Members are elected annually at the Annual General Meeting. Volunteers and non-parent/guardians 
of children attending the kindergarten must undergo a DCSI Clearance to join the Governing Council. 

Meetings are held (usually) monthly, usually at night. 

The governing council, in partnership with kindergarten staff, is responsible for: 

• the financial management of the kindergarten - this involves budgeting, maintenance and upgrade 
of equipment, fundraising 

• informing the parent body of all related issues, to enable discussion and endorsement 
• assisting with the implementation of the program within the kindergarten 
• maintaining accurate records. 

All parents are eligible to become members of their kindergarten governing council and may join at anytime 
throughout the year. 

For further detail regarding the roles and responsibilities of the Governing Council please refer to our 
Governing Council Constitution, which is available for download from our 
webpage:  http://www.mtbarkerkgn.sa.edu.au/ 

Fundraising and social events 
Fund raising and social events decisions are determined via your Mt Barker Kindergarten Governing Council. 
Monies raised have meant that we have been able to keep our fees low. 

All fundraising and social events will be promoted via our newsletters, displays around the kindergarten and 
time permitting via e-mail and posters around the Mount Barker community. 

Confidentiality 
Parent Information – addresses, phone numbers, medical information and other enrolment data – is only 
given upon verbal or written consent from the party concerned. Kindergarten staff respects confidentiality of all 
matters pertaining to the child and family. 

All enrolment forms and information pertaining to your family/child(ren) is kept securely. Once your child has 
left the service this information is archived, securely, according to government protocols and regulations. 

Acceptance and Refusal of Authorisations (Consents/Permissions) 
To ensure a physical, emotional and psychological safe environment, and to support our ‘duty of care’ 
responsibility we seek parental / guardian consent. In some circumstances further consent from your child’s 
doctor and/or other relevant Government agency, eg Families SA may also be sought. Instances include: 

• Administration of medication to your child(ren) whilst at kindergarten/occasional care. 
• Administrating medical treatment, inclusive of transportation in an ambulance. Please see our 

health and safety policy for exception regarding ambulance. 
• Taking of photographs / videos of your child(ren) whilst participating in kindergarten/pre-entry 

or associated events. 
• Collection of children. Initial consent sought at point of enrolment and identified on enrolment 

form. 

http://www.mtbarkerkgn.sa.edu.au/
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• Excursion.   A   separate   consent   is  provided   prior   to   excursions,   outlining   route(s),   
dates/times, transportation and purpose. For detail information please refer to the excursions 
policy. 

Incompletion of consents could lead to refusal to enact the authorisation. 

Reviewed July 2017 

Next review July 2018 
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Payment of fees/amenities and fundraising and budget 
structure 
Mount Barker Kindergarten is a State Government ‘locally managed’ and Constituted Centre operated by 
elected Governing Council, comprising of families attending the preschool. The Governing Council reviews the 
fee/amenity structure on an annual basis. Currently the Governing Council has adopted the following fee 
structure. 

Preschool (Kindergarten) Fees/Amenities per term total $120.00 

This is for a child attending 15 hours per week/30 hours a fortnight. 

Transition/Pre-Entry (to kindergarten) Total $ reviewed annually Our Transition/Pre-Entry program has 
been introduced to provide transition for children about to commence full time kindergarten in their eligible 
year. The program has been designed for children to receive 2 hours – 1 session-  a  week.  The  program  
would  start  annually from  Term  3.  The  program  is wholly funded  from  our kindergarten funds. 
Attendance to Pre-entry is voluntary with priority given to children enrolled to attend full time kindergarten at 
Mount Barker Kindergarten. Please refer to page 18 for more information regarding our Priority of Access. 

Please feel free to discuss confidentially any financial concerns with the Director (Jakub Tuma) 

Parent(s) receive their invoices at the beginning of each term – usually in the second week- you can pay 
weekly, monthly and/or installments. As the position of Treasurer on the Governing Council is voluntary 
payments on a termly basis is preferred but not essential. 

Fees cover your child’s place at the kindergarten therefore refunds are unable to be made for non-attendance.  
We accept cash (banked regularly), cheque and Electronic Funds Transfer (EFT). Our EFT details are as 
follows: 

Our Bank is BANK SA MOUNT BARKER 

BSB: 105-025 

ACCOUNT NAME: Mt Barker Kindergarten Inc 

ACCOUNT NUMBER: 046 735 840 

Please reference EFT’s with your child’s name. Please also return the slip attached to your invoice with details 
of the receipt number and reference, to ensure your payment is cross matched with our records. EFT receipts 
are written as soon as practicable at the end of each month. 

Background information on funding 
As a government preschool, the Department for Education and Child Development (DECD) pay: 

• Salaries 
• Some maintenance costs 
• Some special project grants 

Fees/amenities obtained from families attending Mount Barker Kindergarten all contribute to payment of: 

• Water and Electricity 
• Consumables 
• Security 
• Furniture, indoor and out 
• Telephone 
• Books, toys, puzzles 
• Employment of staff (finance officer, cleaner, lunch care worker, preschool support worker) 

This is not a total list of costs. At times situations arise that incur an unexpected expense. Subsidy is available 
for families of triplets or quadruplets. Please see the Director – Jakub Tuma – for further information. 

If you have any queries about the fee structures please do not hesitate to speak with staff or members of the 
Governing Council. Please refer to the Mount Barker One Pager for account details to pay via EFT. Thank you 
for your continued support. 
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Fundraisers and social events 
Fund raising and social events decisions are determined via your Mt Barker Kindergarten Governing Council. 
Monies raised have meant that we have been able to keep our fees low. 

All fundraising and social events will be promoted via our newsletters, displays around the kindergarten and 
time permitting via e-mail and posters around the Mount Barker community. 

 

Reviewed: July 2017 

Next Review: July 2018 
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Raising and resolving parent concerns/complaints 
Good relationships between home and preschool give our children a better chance of success. Our learning, 
teaching and care programs are underpinned by our commitment to the following principles: 

• A  constant  focus on quality and standards 

• Equity and access for all children 

• Accountability 

• Partnership 

This hand out provides information about avenues of communication, which strengthens the partnership 
between parent / care providers and the preschool providing quality education. 

• Your concerns may relate to:  
• Your child’s progress and development 
• Your child’s behaviour 
• Preschool policies 
• Another child 
• Other preschool related issues such as: 

o Excursions 
o Concerns about facilities 
o Preschool closures  

Process for raising concerns 
1. In the first instance arrange to talk to the person who knows the situation, The Director or Teacher 

or Early Childhood Worker, A Governing Council Member. It will always help the situation if you are 
calm and honest in your approach. You should not approach children directly. 

2. Your concern deserves time in order to be resolved. Let the person know about your concern with a 
note or telephone call. This means they will be prepared and have all the  necessary information. A 
time can be set up which suits you both. 

3. If at the end of this meeting the problem is still unresolved you may contact the Department for 
Education and Child Development (DECD). A direct link is available via our web page:  
http://www.mtbarkerkgn.sa.edu.au/. 

Just click on the icon ‘complaints’ and download ‘Our parent guide to raising a concern or complaint.’ This 
brochure will outline the necessary processes that will aid toward mutually agreed, positive outcomes for all. 
Alternatively you may also wish to provide feedback. Just click on the ‘feedback’ icon, then ‘more 
information’. The feedback icon is above the complaints button. 

There may be times when you feel, for a variety of reasons, that you are unable to speak to the person 
described as the first point of call. If this is the case, let a preschool staff member know. Where possible it is 
best if you speak directly to the person concerned. 

All personal matters such as those about children, parents or staff relationships should be raised directly 
with the preschool through the Director or another staff member, in a confidential manner. 

Roles & expectations 

Parents/children can expect 

• A safe learning environment 
• A balanced curriculum 
• Information about all aspects of children’s education 
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• Information about preschool policies and procedures 
Opportunities to put their point of view  and  express  opinions  and concerns 

• To be treated fairly and equitably Opportunities to be involved and to  participate  in  activities  in  
the preschool. 

• Clear accessible communication channels 
• Confidentiality. 

The kindergarten expects 

• Support for Kindergarten policies and procedures such as Behaviour Management, Sun Safe and 
Health policies. 

• Parents to treat staff with respect and listen to their point of view. 
• Concerns will be raised at the Preschool through the agreed channels including the Preschool’s 

documented Resolving Concerns Procedures (this document). 
• Confidentiality will be maintained. 
• Mediators – are available in some communities to assist in the resolution of some concerns, such as 

councillors or social workers. 
• Advocates – support might be enlisted in specific areas about particular concerns, such as children 

with disabilities. 
• Support People – at  times support people might be enlisted to assist in the resolution of concerns or 

to debrief with the person or attend a meeting with another person. 

Confidentiality statement 
It is important that your concerns are kept confidential, and although at times you may wish to seek support 
from friends or an advocate, it is important to do wisely. 

When the matter is discussed within the child’s hearing, it is important that the child understands that you 
have the confidence that the issue will be resolved confidentially, at the preschool level. Criticism of the 
Preschool or staff can undermine trust and confidence. 

Similarly, staff are expected to keep concerns raised confidential and must not discuss the issue/s in front of 
children. Staff would also expect the matters to be resolved with parents & caregivers appropriately. 

Next Review: April2018 
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Email/photograph/video/internet policy 
Kindergarten is a time where memories are made in a safe, caring and fun environment. We all appreciate 
and respect that parents/guardians, grandparents etc wish to capture these moments on film. 

In order to respect the wishes of all families attending the kindergarten and or the playgroup program the 
following e-mail/ photograph / video policy has been created. 

Upon enrolment all parent(s) are given the option to consent to their child(ren) being photographed for 
media / promotional purposes and / or for their child(ren) to be photographed and displayed in the 
kindergarten and published in its newsletter. This consent can be changed by the parent(s) at any stage 
whilst at kindergarten/playgroup, please see a staff member if you wish this to occur. 

During sessional / operational times – 8.30 am to 3.30 pm and on excursions parent(s) wishing to film/photo 
their child(ren) continue to be more than welcome to do so. We request that if the photographs/film are to 
include other non family members that endorsement is sought from the parent of the child(ren) directly 
prior to taking a photo/film. This is to ensure that individual family wishes are respected. For this reason we 
request photos involving non family members and taken at kindergarten, or associated events, are only 
‘uploaded’ onto internet media sources such as Facebook, Twitter etc upon written/verbal consent from 
those child(ren)’s parents/guardians. This procedure is also requested for extended family members and/or 
friends. Thank-you in anticipation for your understanding in this matter 

Please note that staff reserve the right to seek verbal endorsement from the child(ren) parent(s) if extended 
family members arrive “unannounced” during sessional / operational times. 

In after hours situations, such as end of year celebrations, we seek parental understanding and sensitivity to 
the rights of others with the onus on parent(s) whether their child(ren) will be included in photos outside 
their immediate family. 

For obvious reasons we request that photos / filming does not take place in the nappy changing / toilet area 
of the kindergarten. Similarly we request parents refrain from e-mailing and/or providing copies to the 
kindergarten/playgroup photographs of children and in particular NO emailing and/or providing copies to 
the kindergarten/playgroup photos of children in situations of various degrees of ‘undress’ i.e in the bath 
and/or in the nude. Thank-you in anticipation for your understanding in this matter 

This policy is separate to the group / individual photographs taken every year at the kindergarten by a 
professional photographer. Please note there is no obligation to purchase such photographs. 

 

Reviewed (by staff): March 2017 

Next Review: March 2018 
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