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INTRODUCTION  

 

 

 

The Maroondah Integrated Kindergartens Association Inc (MIKA) was formed when the 

Ringwood and Croydon City Councils were amalgamated to form the City of Maroondah. 

MIKA initially only operated a Central Enrolment Scheme for four year old Kindergarten, 

however as of 2008 a central system was implemented for three year old enrolments as 

well.  This system applied for the first time for enrolments for kindergarten attendance in 

2009. 

 

MIKA has two categories of membership, namely full and associate membership.  Full 

members participate in the central enrolment scheme, have full voting rights and are eligible 

to be on the Executive Committee.  Associate members do not participate in the central 

enrolment scheme, do not have voting rights and are not eligible to be on the Executive 

Committee. See Appendix A for membership criteria. 

 

Each year all member kindergartens nominate a person to be their representative on the 

MIKA general committee, with the MIKA Executive Committee (President, Vice President, 

Secretary and Treasurer) being filled by full member kindergartens on a rotational basis.  

This MIKA representative may hold the dual role within their individual kindergarten of either 

three or four year old enrolment officer. The new executive is elected each December at the 

MIKA Annual General Meeting. 

 

FUNDING 

 

The Maroondah City Council provides funding to MIKA to operate the centralised enrolment 

system for four year old kindergarten enrolments through an annual grant.  The remainder 

of funds are raised through membership fees (see Appendix G) and enrolment fees.  

Funding is essentially utilised to employ the Central Enrolment Officer and MIKA 

Bookkeeper, run the Central Enrolment Office and operate the Central Enrolment scheme.  

MIKA is a non-profit organisation. 

 

 

 

 



 

3 
 

 

 

OBJECTIVES 

 

The main objectives of MIKA as stated in its Statement of Objects and Purposes (see 

Appendix B) are: 

 to provide a forum for discussion of matters of interest to individual member 

kindergartens or the kindergarten community as a whole; 

 to administer the Central Enrolment Scheme in accordance with the policies pertaining 

to it on behalf of full member kindergartens; 

 to act on behalf of all member kindergartens in the public arena if instructed to do so. 

 

It is important for kindergartens to see MIKA as having a role outside of over-seeing the 

central enrolment scheme.  It is a valuable forum for kindergartens to raise issues with other 

kindergartens.  MIKA is made up of representatives from all member kindergartens and is 

there to assist all members. 

 

MIKA meets six times per year at member kindergartens (this is organised on a rotational 

basis).  The MIKA Annual General meeting is then held in December at the Council Offices. 

 

MIKA also has a range of equipment available for members to borrow (refer Appendix C).  

To arrange to borrow any item contact the current Vice President (refer Appendix F). 

 

Bec Devers is the current Central Enrolment Officer.  Bec can be contacted on 0449 997 

488, or via e-mail at info@mika.org.au .  For further information on MIKA and the enrolment 

process, visit the website www.mika.org.au.  

mailto:info@mika.org.au
http://www.mika.org.au/
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PART A:  DESCRIPTION OF PRE-SCHOOL SERVICE 

 

 

 Eligibility for Attendance  

 

Children are eligible to attend one year of funded kindergarten prior to school entry. 

 

Child’s Date of Birth Pre-School Year  

1 May 2011 - 30 April 2012  2016 

1 May 2012 - 30 April 2013 2017 

1 May 2013 - 30 April 2014 2018 

1 May 2014 - 30 April 2015 2019 

 

Attending pre-school is not compulsory or a free service.  The State Government provides a 

subsidy for each child attending four year old kindergarten.  Centres are managed by 

voluntary committees, comprised of parents of children attending the centre.  Some 

kindergartens are also cluster managed by Best Chance.  The programs are planned by 

trained Kindergarten teachers and are implemented by the teacher and assistant. 

 

 Withdrawal of a Child (previously known as deferral) 

 

Some families may choose to withdraw their child from the four year old program after 

enrolling, with the intention of attending four year old kindergarten the following year.  This 

needs to happen prior to commencing the year, or very early in first term to ensure the child 

will be eligible for funding the following year. 

 

If a family wishes to withdraw their child they should advise the Central Enrolment Officer 

and the kindergarten either verbally or in writing of their request. 

 

If a child is withdrawn after having been placed at a kindergarten, then that child is 

guaranteed a place at that kindergarten the following year.  If a child is withdrawn prior to 

placement or changes their kindergarten preference, the child will be placed in accordance 

with the uniform central criteria. 
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 Repeating Children (children funded for a second year) 

 
Kindergartens must advise the Central Enrolment Officer (CEO) by 30 June each year of 

how many places may be needed for children applying for funding for a second year.  These 

places will then be held open until a firm decision is made. 

 

It is the Teacher’s responsibility, in conjunction with the parent, to organise a request for 

funding for a second year. Children undertaking a second year will be added to the 

Kindergartens enrolment list once funding has been confirmed. 

 

Positions are not reserved for children who change kindergartens for their second year or 

children undertaking an unfunded second year of kindergarten.  These children need to re-

enrol through the central enrolment office before June 30.  No unfunded child will be placed 

ahead of a funded child. 

 

 Children with Additional Needs 

 

All Additional Needs placements will be made in consultation with kindergartens.  In some 

cases children may require the service of a specialist aide or another assistant.  The parent 

of a child requiring an aide can submit a request for funding to the appropriate State 

Government Department.  Kindergartens may assist in this process. 

 

 Number of Enrolments 

 
In respect of four year old enrolments, Kindergartens will have either: 

 a maximum of 66 children enrolled 

 or in the event of greater numbers 

 a maximum of 3 x 4 year old groups containing not more than 30 children each. 

 

Session times and program models vary.  The Early Learning Association Australia 

(formerly KPV) has produced a manual called “Model Works” to help committees of 

management develop flexible kindergarten programs.  This can be a very useful guide when 

trying to provide a program to suit the number of enrolments your Kindergarten has. 
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 Fees 

 

Parents of children attending four year old kindergarten are required to pay a fee per term.  

This fee is used to meet the running costs of the kindergarten in conjunction with the 

funding received from the State Government.  Each year the Pre-School Committee of 

Management determines the fees that are payable.  The government does not fund three 

year old programs. 

 

 Assistance for parents 

 

A Government subsidy is available for eligible children who have their own Health Card or 

Pension Card or who have parents who are on a Health/Pension Card. 

 
This may be a: 

 Health Care Card 

 Health Benefits Card 

 Pensioner Concession Card 

 
A Medicare Card is not acceptable. 

 
This subsidy is received by the Pre-school and is passed on to the parent through a 

reduction in their fees throughout the Pre-school year (in some instances no fees will be 

payable by the family).  Families who are eligible to receive this subsidy must inform the 

Pre-School before the commencement of the year so that the Pre-School can apply for the 

subsidy. 
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PART B:  OPERATION OF THE CENTRAL ENROLMENT SCHEME  

 

OBJECTIVES 

 

The Maroondah Integrated Kindergartens Association (MIKA) operates the central 

enrolment scheme to provide parents with a more efficient means of enrolling into three year 

old and four year old kindergarten.   

 

MIKA is unable to guarantee placement of all three and four year olds..  However, MIKA will 

make every effort to place any eligible child who meets our placement criteria, and who has 

enrolled for and is undertaking a funded year of four year old kindergarten. 

 

CENTRAL ENROLMENT OFFICER 

 

The Central Enrolment Officer can be contacted on 0449 997 488 or info@mika.org.au.  

 
The Central Enrolment Officer (CEO) administers the central enrolment scheme on behalf of 

MIKA.  The CEO also deals with all queries relating to the enrolment process.  Any inquiries 

about enrolments received by your kindergarten may be referred to the CEO.  The CEO 

attends all MIKA meetings to provide an update on the enrolment process and to provide 

information to individual kindergartens. 

 

ENROLMENT PROCESS 

 

Enrolments for four year old kindergarten are taken from 1 March to 30 June for 

kindergarten attendance in the following year.  Children must be four years old by 30 April in 

the year in which they attend kindergarten.  A child is not able to apply for both three year 

old and four year old kindergarten in the one year.  Online enrolments and paper enrolment 

forms and parent information (see Appendix D) are updated and printed by the CEO (with 

Council assistance) and released on 1 March each year.  Online enrolment flyers and paper 

enrolment forms are distributed to kindergartens, council customer services centres and can 

be downloaded from the MIKA website, www.mika.org.au.  This information is also available 

from the Central Enrolment Office. 

 

mailto:info@mika.org.au
http://www.mika.org.au/
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Applications close on 30 June.  All applications for a funded year of kindergarten received 

up until that date are treated equally.  Any applications received after 30 June are 

considered late applications. 

 

All applications for a funded year of kindergarten received before the closing date will be 

placed before any late applications are placed.  Late applications will then be placed in order 

of their receipt. 

 

Enrolment Forms ask parents to list their first three preferences for kindergarten and to 

supply proof of age, address and the enrolment fee.  The fee is to assist with the cost of the 

central enrolment scheme, it is not part of kindergarten fees and it is non-refundable. 

 

Once applications close at the end of June, the Central Enrolment Officer allocates places in 

accordance with the uniform central criteria: 

 

Withdrawal of children:  If after having accepted a place at a kindergarten, a child is 

subsequently withdrawn with the intention of attending four year old kindergarten the 

following year, that child will be guaranteed a place the following year at the kindergarten 

from which they have withdrawn/deferred.  The child does not need to re-apply and the 

original paperwork is carried forward. (If a child who has withdrawn changes their preference 

of kindergarten, or if a child is withdrawn prior to accepting a position, that child’s application 

will be subject to the same placement criteria as all other applicants). 

 

Where kindergartens receive less than or just enough enrolments to fill available places, 

all first preferences for that kindergarten will be offered a place. 

 

Where kindergartens receive enrolments in excess of places available, their enrolments 

will be treated as follows: 

 

(1) 1st Preference, and 

 

Where a kindergarten receives more applications than available places i.e. is 

oversubscribed: 

 

(2) Children enrolling under the Government’s Priority of Access guidelines will be 

placed at their 1st preference. 
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(3) Proximity - applicants who live geographically closest to the kindergarten (and who 

are or will be residents of the City of Maroondah in 2017, or who reside in a 

Municipality whose boundary with the City of Maroondah is within one kilometre of 

the kindergarten), will be placed first.  Proof of residential address must be 

supplied with your application, see below. 

 

Applicants are contacted by the Central Enrolment Office by letter of 1 August as to their 

allocated place.  Upon receipt of this letter families may be required to pay a non-refundable 

deposit per child to the kindergarten, usually within 7-14 days.  This confirms the child’s 

enrolment.  Failure to respond to the letter of offer or pay the deposit within the required 

timelines may result in the loss of placement. 

 

Prior to letters of offer being sent out, the kindergarten will be provided with a list of their 

enrolments, accompanied by each child’s MIKA enrolment form (paper application only). 

 

Applications occurring outside the normal enrolment period (between March and June) must 

still be processed by the Central Enrolment Officer including the application fee and proof of 

age.  As stated above, all late applications are placed in order of receipt. 

 

A copy of the central enrolment policy is attached at Appendix E.  Please note that this 

policy is for the information of MIKA members only and is not a public document. 
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PART C: THE ROLE OF KINDERGARTEN ENROLMENT OFFICERS  

 

 Kindergarten Enrolment Officers/MIKA Representative 

 

At the Kindergarten’s Annual General Meeting each management committee will appoint a 

four year old enrolment officer.  This person will be responsible for communicating with the 

Central Enrolment Officer, Parents, Teacher and Pre-School Management Committee.  The 

Enrolment Officer will keep the committee informed about their enrolments at monthly 

committee meetings.  This person may also take on the role of MIKA representative (and in 

some instances three year old enrolments as well).  This would require attendance at all 

MIKA meetings to act a liaison between MIKA and the Kindergarten Committee of 

Management. 

 

If the four year old enrolment officer is not also the MIKA representative then they need to 

liaise with the MIKA rep on a regular basis to ensure that all relevant information is passed 

on following MIKA meetings. 

 

 General Responsibilities of Kindergarten Enrolment Officer 

 

 To become familiar with the rules and operating procedures of MIKA. 

 To liaise with Central Enrolment Officer, Teachers and Pre-school Committee on: 

 current enrolments 

 procedure for enrolments 

 current enrolment issues 

 next year’s enrolments 

 To maintain the supply of central enrolment forms at their own Pre-school.  Forms 

can be obtained from the Central Enrolment Officer. 

 To provide the Central Enrolment Officer with updates of any changes that may 

occur with current enrolments.  Application forms of children no longer requiring a 

position are to be returned to the Central Enrolment Officer.  This is especially 

important if a child withdraws prior to the end of second term with the intention of 

attending the following year. 

 To provide the Central Enrolment Office with information to accompany offers of 

placement.  This information can be updated from the previous years and must be 

supplied by June each year. 
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 Late Enrolments or changes to enrolments for the Current Year 

 

Enrolments occurring once the kindergarten year has commenced must be made through 

the Central Enrolment Office.  The applicant will be advised of placement immediately if 

there is a vacancy at their preferred kindergarten.  If no vacancy is available and the 

applicant still wishes to be placed at that Pre-school the applicant will be placed on a waiting 

list in order of date of application.  The kindergarten will be advised verbally or via e-mail by 

the Central Enrolment Officer of any new enrolments so that starting times can be arranged 

with the family.  The child’s processed enrolment form will then be sent to the kindergarten 

enrolment officer to be retained with the other enrolment forms (paper applications only). 

 

 Enrolments for Following Year 

 

The Central Enrolment Officer sends out all letters of offer centrally.  These letters are 

accompanied by information relevant to each individual kindergarten.  It is the enrolment 

officer’s responsibility to ensure that this information is provided to the Central Enrolment 

Officer by June each year.  The Central Enrolment Officer will discuss this at the MIKA 

meetings throughout the year. 

 

Prior to applicants receiving their letter of offer on 1 August, the kindergarten will be 

provided with a list of their enrolments, accompanied by each child’s MIKA enrolment form 

(paper applications only). 

 

Once applicants for next year receive their letter of offer on 1 August from the Central 

Enrolment Office, they need to respond back to the kindergarten to accept or decline the 

offer and pay the deposit (if applicable).  The Kindergarten Enrolment Officer co-ordinates 

this process and is responsible for advising the Central Enrolment Officer of any declines of 

offers. If a position is declined, the Central Enrolment Officer will offer the place to the next 

child on the kindergartens waiting list or in the absence of a waiting list, to the next 

application received for your kindergarten. 

 

If you have any queries relating to this manual, or the enrolment process in general, please 

contact the Central Enrolment Officer on 0449 997 488 or info@mika.org.au.  

 

 

mailto:info@mika.org.au


A P P E N D I X  A  

 

MEMBERSHIP OF MIKA 

JUNE 2000 

 

BASIS 

The Preschool Program Policy, Procedures and Funding Criteria 2000, including 

supplements (hereafter referred to as the Funding Criteria), is a document developed by the 

Department of Human Services to assist current preschool services and those interested in 

establishing a new preschool service, to apply for funding and develop services under the 

Victorian Government’s preschool program.  It covers issues such as eligibility for funding, 

quality, financial management, staffing, access, hours, fees, operational policies, funding 

and data collection. 

 

Funding is based on a per capita grant.  There are two main types of grant, namely the 

standard preschool grant and the long day care preschool grant.  The standard preschool 

grant is basically paid for children attending centres that do not provide long day care and 

who have a minimum of 20 eligible children enrolled and attending (sessional kindergarten).  

The long day care preschool grant is paid for children at centres which offer long day care at 

the same location and there is no minimum enrolment requirement.  Places that receive the 

long day care preschool grant, can also receive the standard preschool grant for any 

children enrolled and attending the preschool service only. 

 

MEMBERSHIP POLICY 

The funding criteria above is the basis of MIKAs membership policy.  The policy states that: 

 

Full Membership: 

To be eligible for Full membership of MIKA, a centre must receive the standard preschool 

grant under the Human Services Preschool Program Policy, Procedures and Funding 

Criteria 2000.  Full members have voting rights and must be part of the central enrolment 

process (for sessional kindergarten services only) and must abide by the agreed central 

enrolment policy. 

 

Associate Membership: 

Centres who do not receive the standard preschool grant, but receive the long day care 

preschool grant, are able to join MIKA as an Associate member.  Associate members do not 

utilise the central enrolment scheme or have voting rights. 

 



A P P E N D I X  B  

 

 



 

 
 

 



 

 
 

 



 

 
 

 



 

 
 

 



 

 
 

 



 

 
 

 



 

 
 

 



A P P E N D I X  C  

 

MIKA EQUIPMENT LIST 

 

We no longer have any MIKA equipment for hire. 
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MAROONDAH INTEGRATED KINDERGARTEN ASSOCIATION INC 

FOUR YEAR OLD CENTRAL ENROLMENT POLICY 

 

P1 OVERVIEW 

P1.1 MIKA is unable to guarantee placement of all four year old children due to the 

limited availability of places.  However, MIKA will make every effort to place any 

eligible child who applies on time, and who has enrolled for and is undertaking a 

funded year of four year old kindergarten. 

P1.2 Enrolments will be taken from 1 March to 30 June for kindergarten attendance in 

the following year.  Children must be four years old by 30 April of the year in which 

they attend kindergarten.  Children are not able to apply for attendance at both 

three year old and four year old kindergarten for the same year. 

P1.3 All applications received before the closing date will be placed before any late 

applications.  Late applications will then be placed in order of their receipt subject 

to the availability of places. 

P1.4 Children for whom a second year of kindergarten funding is being sought by the 

teachers will not have to re-apply if a place has been reserved for them i.e. they are 

not required to re-enrol through the Central Enrolment Office.  Once attendance for 

a second funded year is confirmed, the child will be added to the relevant 

kindergarten’s enrolments and forwarded a letter of offer.  A duplicate form will be 

created and forwarded to the kindergarten for their records. 

P1.5 The Enrolment Form and Information Sheet are part of this Enrolment Policy. 

P1.5.1 The Enrolment Forms will be supplied to Kindergartens, and Council Offices within 

the City of Maroondah, they will also be placed on the MIKA website. 

P1.5.2 The Enrolment Form will ask parents to list their first three preferences for 

kindergarten and to supply proof of age in the form of a photocopy of either a birth 

certificate/extract or the front section of their Maternal and Child Health Centre 

book and proof of residential address via recent utilities accounts. 

P1.6 NUMBER OF ENROLMENTS 

 Kindergartens will nominate the number of places they have available using the 

following guideline and allowing for the number of places to be held for children 

where a second year of funding is being sought.  Each Kindergarten shall notify the 
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Central Enrolment Officer prior to 30 June as to the number of places they wish to 

have set aside for the placement of these children.  Kindergartens will have either: 

 Maximum of 66 children enrolled 

 or, in the event of greater numbers, 

 a maximum of 3 x 4 year old groups containing not more than 30 

children each. 

 Placement of children will be done by the Central Enrolment Officer using first 

preference and the uniform central criteria. 

P1.7 UNIFORM CENTRAL CRITERIA 

P1.7.1 Withdrawal of a child: if after having accepted a place at a kindergarten, a child is 

subsequently withdrawn, with the intention of undertaking their funded year of 

kindergarten the following year, that child will be guaranteed a place the following 

year at the kindergarten they were withdrawn from, or if a child is withdrawn prior to 

accepting a position, that child’s application will be subject to the same placement 

criteria as all other applicants. 

P1.7.2 Where kindergartens receive less than or just enough enrolments to fill 

available places, all first preferences for that kindergarten will be offered a 

place. 

P1.7.3 Where kindergartens receive enrolments in excess of places available, their 

enrolments will be treated as follows: 

1. the child must reside in the City of Maroondah or in a municipality whose 

boundary with the City of Maroondah is within 1 kilometre of the kindergarten 

applied for. 

2. Children enrolling under the Government’s Priority of Access guidelines will be 

placed at their 1st preference.  Children will then be placed using geographic 

proximity. The children whose residential address is geographically closest to 

the centre will be placed first. 

P2 ADMINISTRATION 

P2.1 The Central Enrolment System and administration will be funded with a grant from 

Maroondah City Council, an application fee from each family enrolling and annual 

kindergarten subscription fees based on a user pays system as follows: 

   0 – 54 Enrolments $350 



 

3 
 

   55 + Enrolments $400 

 Subscription fees are based on the previous year’s enrolment numbers. 

P2.2 Throughout the year all applications and placements are to be handled by the 

Central Enrolment Officer (CEO) employed by MIKA. 

P2.2.1 Applications occurring outside the normal enrolment period (between March 

and June) must still be processed by the Central Enrolment Officer including the 

application fee and proof of age. 

P2.3 In all instances Additional Needs Placements will be made in consultation with 

the kindergarten. 

P2.4 The CEO will receive applications, process them, allocate places and send 

out all offers with each kindergarten’s letters and information sheets (if is 

advisable for kindergartens to send out their fees policy with the offer so that those 

policies form a service agreement between kindergarten and families enrolling). 

P2.5 Prior to each round of offers being sent, the CEO will provide each kindergarten 

with a list of their enrolments, accompanied by the Enrolment Forms (paper 

applications only). 

P2.6 The Kindergarten will receive all acceptances or declines of any offers and will 

follow up any who do not reply. 

P2.7 The Kindergarten notifies the CEO if places have been declined or if children 

have been withdrawn or deferred at any time throughout the year.  The 

enrolment forms for these children should be returned to the CEO. 

P2.8 The CEO will continue to send out offers until the kindergartens are full or all 

applicants are placed and will continue to place children throughout the year as 

the need arises. 

P2.9 This is the recommended policy for four year old kindergarten enrolments.  

This Policy may be reviewed annually at MIKA’s Annual General Meeting. 

P2.10 Changes can be made to this Policy at any time.  Problems can be discussed at 

any of MIKA’s bi-monthly meetings and proposed changes put forward.  These 

changes can be voted on at the subsequent meeting to allow time for all 

kindergartens to consider the proposed changes.  Voting process will follow the 

constitution of MIKA. 
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MAROONDAH INTEGRATED KINDERGARTENS ASSOCIATION INC. 
Reg. No. A0005177G 

 
 

EXECUTIVE COMMITTEE 2016 – CONTACT DETAILS 
 
 

PRESIDENT – CROYDON NORTH KINDERGARTEN 
Name:  Melody Donald 
Ph: 0401 441 019 
Email:  lmtjdonald@gmail.com  

 
 

VICE PRESIDENT – HEATHMONT EAST PRE SCHOOL 
Name: Felicity Tucker 
Ph:  0433 079 853 
Email:  tucker.felicity@gmail.com  

 
 

SECRETARY – CROYDON CENTRAL KINDERGARTEN 
Name: Annette Chapman 
Ph: 0438 133 221 
Email:  ac_eliza@hotmail.com  

 
 

TREASURER – OBAN PRE SCHOOL 
Name: Kylie MacDonald 
Ph:  0417 568 231 
Email:  redheadkylie@hotmail.com  

 
 

CENTRAL ENROLMENT OFFICER & BOOKKEEPER – MIKA 
Name: Rebecca (Bec) Devers 
Ph:  0449 997 488 or 0402 902 315 
Email:  info@mika.org.au 

 
 
 MAROONDAH CITY COUNCIL 

Name: Kelly Verwey 
Ph:  9294 5743 
Email:  kelly.verwey@maroondah.vic.gov.au 

 

 

mailto:lmtjdonald@gmail.com
mailto:tucker.felicity@gmail.com
mailto:ac_eliza@hotmail.com
mailto:redheadkylie@hotmail.com
mailto:info@mika.org.au
mailto:kelly.verwey@maroondah.vic.gov.au
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Maroondah Integrated Kindergarten’s Association 
Reg No. A0005177G 

 

 

MIKA MEMBERSHIP FEES 

 

FULL MEMBERS: 

Subscription fees for full member Kindergartens are paid annually and are due at the 

first MIKA meeting each year.  The fees are payable on a “user pay” basis and are 

based on the previous years enrolment numbers for each Kindergarten eg. The fee 

for 2016 Membership is based on 2015 enrolments. 

 

0 – 54 Enrolments $350 

55 + Enrolments $400 

 

ASSOCIATE MEMBERS: 

The fee for Associate Membership is $55 per annum. 

 

 

February 2016 

Melody Donald 

MIKA President 

 


