


7Three Year Old Programs

Program hours, groups, 
session times and fees 

Three year old programs vary from two to five 

hours per week. These hours can be spread over 

one or two sessions per week. 

Group sizes may also differ, with the average 

group size being 21 children. 

Fees are considerably higher than four year old 

programs, as three year old programs do not 

receive State Government funding, therefore 

costs must be met by parent fees. There is no fee 

concession available.

All services reserve the right to review and 

implement changes to program hours, session 

times, group sizes, fees and all aspects of the 

service’s operations. This is to ensure the service 

can continue to meet the needs of families and 

remain financially viable. Where changes are 

made, parents will be notified by the centre as 

soon as possible.

It is normal for services to review session times 

and programs annually.

For further details on program hours, groups, session 

times and fees, contact the kindergartens directly.

Information on current three year old programs 

and operations is indicative only. 

Eligibility to attend three 
year old programs

•	 A child may be enrolled in a three year old 

program if they will turn three years of age on 

or before 30 April in the year of attendance.

•	 Three year old program registration must �

be completed and submitted within the 

specified timeframe (see timetable) prior to �

the year of attendance, to be included in the 

round of offers.
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How to register your child

1.	 Complete one application form (found in the 

back of this booklet) for each child. The parent 

or legal guardian of the child is required to 

complete the application form.

2.	Lodge your completed application form, 

including an administration fee of $17.00 �

and supporting documents by mail to:�

Kindergarten Central Enrolment Scheme
Moonee Valley City Council
PO Box 126
Moonee Ponds
VIC 3039

OR in person to:

Moonee Valley City Council
Civic Centre
9 Kellaway Avenue
Moonee Ponds

A letter or email confirming receipt of �

your application will be sent to you within �

30 working days.

Registrations
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Priority of access criteria

The following criterion is used to 
determine the priority of access for 
each enrolment registration form 
received. One or more criteria may 
apply to each application.

•	 Children of residents of the City of 	
Moonee Valley
Moonee Valley resident/ratepayer

•	 Non Moonee Valley resident with a link to 
the Municipality	
Parents must be in paid employment or studies in 

Moonee Valley or have a child in regular child care 

service i.e. long day care centre, family day care or 

cared for by relatives

•	 Family having used the service within the 
last three years
Families that have had children previously 

attend the kindergarten

Additional and/or high 
support needs 

A family with an identified high support 

need may receive priority access due to the 

proven protective benefits and family support 

requirements evident for the child and family.

Special considerations

Consideration will be given to those families 

wanting to access their closest kindergarten, 

however this cannot be guaranteed due to the 

availability of kindergartens in any one location.

There are other special considerations which may 

impact the number of vacancies offered by a 

kindergarten. These considerations include, but 

are not limited to:

•	 children at risk

•	 decisions by the service about the size, age 

requirements and dynamics of groups

•	 multiple births
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Supporting documents 
required

The following supporting documents must �

be provided to support your child’s application �

(if applicable):

•	 Evidence of living in the Municipality, or of 

being a rate payer of Moonee Valley.

•	 Please attach a copy of the child’s birth 

certificate to the application form. If a birth 

certificate is not available, a copy of another 

official document such as an immunisation 

record, passport or immigration document will 

be accepted.

•	 Supporting documents from registered support 

agencies are required for children identified as 

at risk.

•	 Supporting documents regarding attending 

services in Moonee Valley.

•	 Supporting documents are required for �

parents who work, study or are involved in 

training in the City of Moonee Valley, or for 

children attending child care and/or school �

in Moonee Valley.

In order to verify eligibility for priority of access 

criteria, contact may be made with the person 

providing the supporting documentation.

Applicants may be asked to provide supporting 

documents to verify eligibility for any claim to 

priority of access criteria on their application.

Registration fee payment

A non-refundable administration fee of $17.00 

is payable for each enrolment registration form. 

This contributes to the cost of running the 

Kindergarten Central Enrolment Scheme. 

Payment can be made by cheque, money 

order or credit card. Cheque/money orders 

are to be made payable to Moonee Valley City 

Council. This payment is not a deposit and is 

separate to fees charged by the service. In the 

event that the fee is not received or is unable 

to be processed, the enrolment registration 

form will be considered incomplete and will 

not be processed until payment is received.
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Registration timeframes

The Kindergarten Central Enrolment Scheme 

(KCES) will set timeframes each year when 

applications will be received. Applications for 

three year old programs for 2012 open on 30 June 

2011 and close on 9 December 2011. 

Allocation process and 
timelines

Your enrolment registration form must be 

received by the applicable closing date to be 

considered for the round of offers. 

Round of offers
Applications will close 31 August 2011.

Applicants will be notified in writing by �

14 October 2011.

After the allocation of offers, any remaining and 

new enrolments received will be processed as 

places become available until the closing date, �

9 December 2011.

Any applicants that have not been allocated a place 

by this date will be passed on to individual centres.

Information and files

All families who register their child/children �

agree to have a file created.

This file includes details provided on the 

registration form. These details are recorded �

and provided to the nominated kindergartens. 
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Nominating kindergartens

Families are encouraged to contact kindergartens 

and arrange an appointment to visit prior to 

completing the application form, to learn about 

the program offered. 

Families should only nominate kindergartens they 

will accept, if offered.

You are required to nominate ONE preferred 

kindergarten. You then may tick other 

kindergartens that you are willing to attend.

If only one kindergarten is nominated, this may 

limit the chance of being offered a place. Ticking 

more than one kindergarten will increase the 

chance of being offered a place.

Nominating a kindergarten does not guarantee 

an offer.

Incomplete application 
form

Where information on the lodged application 

form is incomplete, the form will be returned to 

the family to complete. The registration date will 

be delayed until a complete application form is 

received with required support documents.

Data updates

Families are responsible for contacting the 

Kindergarten Central Enrolment Scheme �

Officer (KCESO) to make any changes to their 

application details.

Examples may include:

•	 changes to your preferred kindergarten/s 

choices

•	 changes to family circumstances

The registration date will remain the same.

Some changes will require confirmation in �

writing or new support documents to be provided 

by the family.

If requested by the family, the KCESO will confirm 

changes in writing within 30 business days.
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Confirming registrations 

All registrations received will be:

1.	 checked for completed details

2.	stamped with the received date

3.	recorded in the database within 30 business 

days of receipt (dated/signed by the KCESO)

4.	confirmed in writing and sent to the family. 

Families should contact the KCESO if 
changes are required or if a confirmation 
letter is not received within 30 business days.

Offering a place

1.	 For the round of offers, the KCESO will contact 

families in writing the year prior to attendance.

2.	Families are required to reply by the specified 

date in the letter of offer (see ‘accepting an 

offer.’, ‘declining an offer’ or ‘families unable to 

be contacted’ section in this handbook). 

3.	Following the completion of the round of 

offers, the KCESO will forward confirmed 

enrolment lists to kindergartens. 

4.	Kindergartens will contact families about 

enrolment, orientation, session times, fees etc. 

later in the year.

5.	Places (if any) in kindergartens will then be 

offered by the kindergarten after 10 December 

each year.

6.	Families offered a place by the kindergarten 

will be contacted by phone.
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Accepting an offer

The first available nominated kindergarten will 

be offered, and this could mean any one of the 

kindergartens nominated.

When available, the kindergarten nominated as 

preferred will be offered first.

1.	 The family will be contacted in writing and 

offered a place.

2.	Families are required to respond in writing 

within the time frame indicated on the letter 

of offer.

3.	The KCESO records the kindergarten offer �

as accepted. 

Declining an offer

Families who decline an offer will be requested 

to confirm their requirements and application 

in writing.

An offer is considered to be declined if the family 

rejects an offer and/or if the family fails to attend 

an appointment to enrol.

1.	 The family advises the KCESO the date and 

reason for the decline

2.	If requested, the KCESO will advise the family 

in writing of the changes.

3.	Changes to the database are made (dated/

signed by the KCESO).

4.	A decline will result in either:�

a) a new registration date being issued if the 

family requests to (re)activate their registration�

OR�

b) the registration will be archived
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Families unable to be 
contacted

It is the family’s responsibility to keep contact 

details up to date or inform the KCESO if the 

family may not be able to be contacted for �

a period of time.

1.	 Families offered a place will be contacted �

in writing.

2.	Details of the offer will be provided and the 

family will be requested to respond by the 

specified date.

3.	If no response is received, follow up contact 

will be made by phone.

4.	 If no contact is made on this call the next 

family on the list will be offered the place.

5.	The KCESO will remove the child’s name from 

the list and commence procedures for 

archiving the registration. 

Archiving a registration 

Archiving a registration means the child’s name 

is removed from all lists. A child’s registration will 

be archived when:

•	 an offer has been accepted

•	 such action has been requested by the family/

service (and confirmed in writing) 

•	 attempted contacts have failed 

•	 the KCESO sends a letter to the family to 

confirm the child has been removed from all 

lists and the registration has been archived 

(third attempted contact with the family. 

Archived registrations will be kept for one (1) 

calendar year.

The family may (re)activate their registration �

at any time, however a new registration date �

will apply.
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Appeals

The KCES is designed to support access to 

kindergartens throughout the Municipality.

The agreed policy and procedures have 

been developed in partnership between the 

participating kindergartens, Council and families.

Any feedback or concerns about the operation of 

the KCES should be presented in writing to:

Coordinator, Early Learning
Moonee Valley City Council
PO Box 126
Moonee Ponds
VIC 3039

Council will investigate the concern and respond 

accordingly to address and/or resolve the issue 

of concern. This may include the involvement 

of third parties. Where appropriate, Council will 

facilitate discussion and/or mediation to reach 

consensus about the issue. All relevant parties 

will be informed of the outcome.

Where am I placed on the 
list – how long will  
I have to wait?

The KCES allocates places according to the 

priority of access criteria, with no priority given 

to the date of application within the round 

of offers. Therefore each family’s place on the 

system may change as other applications enter 

or leave the system. This ensures that families 

with greater priority of access eligibility are not 

disadvantaged. The list is constantly changing 

to respond to each family’s specific needs in 

accordance with the priority of access criteria.

You will be contacted and advised in writing, by 

phone or by email if a place becomes available.
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Changing a preference

To change your preference, simply complete �

a ‘change of preference’ form. These are available 

from Council by calling 9243 8888 or by sending 

a request to kinderenrol@mvcc.vic.gov.au 

Once you have completed this form, your new 

preference will be updated on the system.

Cancelling your child’s 
enrolment place

To cancel your child’s enrolment, write to:�

Kindergarten Central Enrolment Scheme 
Moonee Valley City Council 
PO Box 126 
Moonee Ponds 
VIC 3039

OR �

email kinderenrol@mvcc.vic.gov.au

This will assist us to update our records and offer 

the place to the next eligible applicant (family).

Three year old programs 
not part of the  
Central Enrolment Scheme 

St. Aiden’s Kindergarten, as well as many 

childcare centres and private education providers 

are not included in the KCES. These centres may 

provide programs for three year olds and you are 

advised to contact these programs directly.

Where to send the 
application

Please post your completed application form and 

relevant copies of supporting documents to: �

Kindergarten Central Enrolment Scheme 
Moonee Valley City Council  
PO Box 126 
Moonee Ponds 
VIC 3039

Or deliver your form in person to: �

Moonee Valley City Council
Civic Centre
9 Kellaway Avenue
Moonee Ponds
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Glossary of terms

KCES Kindergarten Central Enrolment Scheme

KCESO Kindergarten Central Enrolment Scheme 

Officer

Kindergarten A service providing a State 

Government funded four year old kindergarten 

program that may also provide a three year old 

program

Parent Father or mother of the child 

Guardian Person entrusted by law with the care 

of a child

Resident Person who lives in the Municipality

Ratepayer Person who lives and owns a property 

and pays rates to the City of Moonee Valley, or 

does not live in the area and pays rates on a 

property

Applicant/s The parent or legal guardian that has 

completed and signed the application form

Defer To decline the offer of an allocated four 

year old kindergarten place and reserve the place 

in the next kindergarten year

PRIVACY INFORMATON
Moonee Valley City Council collects information for the purpose of registering your child for three year 

old program. The information gathered through the registration process will be used for administration 

purposes for this Central Enrolment Scheme. Once a place has been offered and accepted this information 

will be forwarded to the kindergarten so they can complete the enrolment process. 

For more information regarding Council’s Privacy Policy please contact the KCESO on 9243 8888 or visit 

Council’s website at mvcc.vic.gov.au
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CHILD

First name	   Surname	  	  

Date of birth       /       /               Male    Female

PARENT/LEGAL GUARDIAN DETAILS

Parent / Guardian 1

Title Dr / Mr / Mrs / Ms / Miss  (please circle applicable)

First name			

Surname			 

Relationship to the child		

Current residential address	 	

			 

Suburb		  Postcode	

Mailing address		

			 

Suburb		  Postcode	

Telephone (AH) 		

	 (BH) 		

	 (MOB) 		

Email address		

Main language(s) spoken: 		

Do you require an interpreter?   Yes   No

Preferred method of correspondence    Mail      Email

Parent / Guardian 2

Title Dr / Mr / Mrs / Ms / Miss  (please circle applicable)

First name			

Surname			 

Relationship to the child		

Current residential address	 	

			 

Suburb		  Postcode	

Mailing address		

			 

Suburb		  Postcode	

Telephone (AH) 		

	 (BH) 		

	 (MOB) 		

Email address		

Main language(s) spoken: 		

Do you require an interpreter?   Yes   No

Preferred method of correspondence    Mail      Email

Application Form
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Is the child of Aboriginal origin?	  Yes   No

�
Is the child Torres Strait Islander?	  Yes   No

In the past 3 years has a sibling been enrolled at the preferred kindergarten?	  Yes   No

Name of child:		

Name of kindergarten:	 Year attended:			   

If you are not a resident/ratepayer please tick the following applicable: (Please tick)

  I work in the City of Moonee Valley at the following address:	

		

		

  I study in the City of Moonee Valley at the following address:

		

		

  My child is in long day care in the City of Moonee Valley at the following address:	

		

		

I am a resident/ratepayer of �
the City of Moonee Valley?	  Yes   No

INFORMATION
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  My child is in family day care in the City of Moonee Valley at the following address:	

		

		

  My child is in private care in the City of Moonee Valley at the following address:	

		

		

  My child attends school in the City of Moonee Valley at the following address:	

		

		
 
Please provide evidence of your child’s attendance at any of the above services.

Is this child a:   twin   triplet   quadruplet   N/A 

Is your child up-to-date with their assessments with the Maternal Child Health Nurse?   Yes   No 

Does your child have an additional need which may require specialist assistance? 
E.g. early intervention, speech therapy, pediatric services, family support etc. 	   Yes   No   

Have you been referred to a support agency?     Yes   No 

Name of Agency:		

 
Please provide further information to assist planning for your child’s transition into kindergarten.  
All information will be treated as confidential. Attach any relevant documents.
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	 Airport West Kindergarten
	 97 McNamara Avenue
	 Airport West 3042

	 Ascot Kindergarten
	 1 West Street (cnr Middle Street)
	 Ascot Vale 3032

 	 Ave Maria Kindergarten
	 35 Fawkner Street
	 Essendon 3040

 	 Avondale Heights Kindergarten
	 Clarendon Street
	 Avondale Heights 3034

 	 Beaver Street Kindergarten�
	 13A Beaver Street
	 Essendon 3040

 	 Coronation Kindergarten
	 34 Roseberry Street
	 Ascot Vale 3032

	 Keilor East Kindergarten
	 31 Mark Street
	 Keilor East 3033

 	 Lincolnville Kindergarten
	 Devon Avenue
	 Keilor East 3033

 	 Milleara Integrated Learning�
	 and Development Centre for Children
	 1-5 Keilor Park Drive
	 East Keilor 3033

 	 Milleara Gardens Kindergarten
	 Park Drive (opposite 75 Park Drive)
	 Keilor East 3033

	 North Essendon Kindergarten
	 51-53 Kerferd Street
	 North Essendon 3041

	 Progress Kindergarten
	 11 Brown Avenue
	 Ascot Vale 3032

	 Rhonda Davis Kindergarten
	 54 Lake Street 
	 Avondale Heights 3034

	 Strathmore Community Kindergarten
	 50 Loeman Street
	 Strathmore 3041

	 Strathmore Heights Kindergarten 
	 148 Mascoma Street
	 Strathmore Heights 3041

	 St Andrews Kindergarten
	 29 St Kinnord Street
	 Essendon 3040

 	 St Brendans Kindergarten
	 25 Bryant Street
	 Flemington 3031

	 The Crossway Preschool
	 Cnr The Crossway and Upland Road
	 Strathmore 3041 

CENTRAL ENROLMENT SCHEME KINDERGARTENS

Please tick below ONLY the centres you will accept if your preferred kindergarten cannot be accommodated.

The preferred kindergarten choice is:		
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CHECK LIST

  �I have read and understand the information 
provided in the three year old programs Central 
Enrolment Information Booklet

  �I declare that all information provided by me is 
true and correct

  �I have attached a photocopy of my child’s 
birth certificate or relevant proof of age 
documentation

  �I have attached a photocopy of a proof of 
address as a resident/ratepayer of the City of 
Moonee Valley 

  �I have included a non-refundable $17.00 
registration fee by enclosing a cheque/money 
order/credit card payment (see below for credit 
card payment slip – cheques/money orders are to 
be made payable to Moonee Valley City Council)

Name of parent/legal guardian(s)

	

Signature of parent/legal guardian(s)

	

Relationship to child 	  

Date         /      /     	 

PRIVACY INFORMATION

Moonee Valley City Council collects information for the purpose of registering your child in the three year old 
program Central Enrolment Scheme. The information will be used for administration purposes and to inform the 
program service of your contact details.

CREDIT CARD PAYMENT
Please charge my credit card for the payment of $17.00 to:

 Visa   Bankcard   Mastercard

Credit card no:                        Expiry date         /      /      

Cardholder’s name 	 Cardholder’s signature	

Address		

Telephone no (AH) 	 (BH) 	 (MOB) 	

this section is to be kept by council’s citizens service centre.

MOONEE VALLEY CITY COUNCIL – OFFICE USE ONLY      F&CS File #		

$17.00 Registration fee payment slip – ACCOUNT CODE: RC122

Date:          /         /            Payment type   Cash   Credit Card   Money Order   Cheque

Amount paid: $	 RECEIPT #	 CSO Initials 			 



Hearing Assistance 133 677

Moonee Valley City Council
9 Kellaway Avenue | PO Box 126 Moonee Ponds VIC 3039

Telephone 03 9243 8888 | Facsimile 03 9377 2100�
Email council@mvcc.vic.gov.au | Website mvcc.vic.gov.au


