how to make adjustments to enrolments after annual confirmation

quick reference guide

Adjustments can be made to enrolments after the annual confirmation has been submitted and approved in the Kindergarten Information Management (KIM) system.

When the status of the Annual Confirmation tab in KIM changes from “Submitted” to “Complete”, the Adjustments tab will become available.

1. The Adjustments tab provides a summary of the service’s enrolment information for the funded kindergarten program in the year before school:
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· Confirmed Enrolments = the baseline enrolment number as submitted in the Annual Confirmation. This sets the service’s minimum per capita funding entitlement for 2014 and will not change.  Each enrolment is termed a “funded place”.
· Confirmed Kindergarten Fee Subsidy = the number of enrolments eligible for a kindergarten fee subsidy as submitted in the Annual Confirmation.  This number will not change.

· Total Enrolments = the number of Confirmed Enrolments plus any adjustments to enrolments. 

· Total Kindergarten Fee Subsidy = the number of enrolments eligible for a kindergarten fee subsidy plus any adjustments to kindergarten fee subsidies.
2. Adjustments to enrolments can be made through the Enrolments tab.  
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· If a child commences with the service, that child’s details should be added by clicking the Add New Enrolment button.

· If a child leaves the service, that child’s details must be removed by clicking the Remove button. 
NOTE:  make sure you have removed any children who have left the service before adding new enrolments.

3. KIM will automatically update funding following an adjustment. 
Implications for funding

· It is important to remember that when a child leaves a service, the child’s details must be removed from the KIM system in the same month that the child leaves.  This will not affect per capita funding post annual confirmation as per capita funding will not decrease below the minimum entitlement calculated from the baseline enrolment number.

· Any enrolments below the baseline number that are removed will create a ‘vacant funded place’, meaning that the funding allocated for that child stays with the service for the remainder of the calendar year and the vacant funded place must remain available for another eligible child to enrol.

· Additional enrolments will not be funded if vacant funded places exist at the service.

· If enrolments are added after the confirmed enrolments data collection and there are no vacant funded places, a pro rata kindergarten per capita grant will be paid from the first day of the month after a child’s details are entered in the KIM system.

· If applicable, the kindergarten fee subsidy is backdated to the start of the term in which the child enrolled or became eligible for kindergarten fee subsidy.

· Please note that all enrolment adjustments must be made by 31 October.
· For more information about adjustments to per capita funding and kindergarten fee subsidies, refer to Part A of The Kindergarten Guide: http://www.education.vic.gov.au/childhood/providers/funding/Pages/kinderfundingcriteria.aspx




