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AIS Childcare Waiting List and Enrolment 

Quality Area 7: Governance and Leadership 
 

Purpose and Scope 
The AIS Caretakers Cottage Childcare Centre is an employer-sponsored long day childcare 

centre, run specifically for the benefit of employees of the Australian Sports Commission 

(ASC). Therefore, in accordance with the Priority of Access Guidelines as set by the Australian 

Government’s Department of Education and Training, priority in allocation of places is given 

to ASC employees; and employees and athletes of a National Sporting Organisation (NSO) 

with long term presence at the AIS. 

The Cottage is committed to supporting the strategic priorities of the ASC, the ASC Enterprise 

Agreement as well as the staff and athletes of the National Sporting Organisation (NSO) with 

a long term presence at the AIS. 

The Cottage maintains a higher number of applicants than available places. For this reason, a 

waiting list is necessary to ensure that the process of filling childcare places is fair and 

equitable.  

Related Legislation and Documents 

Education and Care Services National Regulations 2018: 123, 168 

Australian Government’s Department of Education and Training Priority of Access Guidelines 

ASC Enterprise Agreement 2016-2019 

Guidelines 

In accordance with the ASC Enterprise Agreement 2016-2019 (at clause 35.1), employees 

based in Canberra will be provided priority access to the childcare facility operated by the ASC 

at the Bruce campus. 

The Centre is maintained by the ASC and is committed to providing care to eligible applicants. 

The Centre does not accept waiting list applications from the general community.  

The Commonwealth Government’s Priority of Access Guidelines underpin the allocation of 

places and ensures that the process is even-handed and concise. Places are offered to 

families in priority order and date of application. 

Enrolment and orientation procedures form the foundation for strong relationships between 

families and the Centre; and promote a quality experience of education for the children. 
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Staff will follow documented procedures in relation to management of the waiting list, 

enrolments and orientation. 

Enrolments will be accepted providing that: 

 The maximum daily attendance does not exceed the approved number of places of the 

service. 

 Child-educator ratios are maintained across the service.  

 A vacancy is available. 

Definitions 

Eligible applicant – An eligible applicant is one within the following categories:  

 Ongoing employee of the ASC 

 Fixed term employee of the ASC 

 Casual employee of the ASC* 

 NSO staff and athletes staying on site long term** 

*Where childcare supports the casual employee in their ASC employment. 

** Long term means sports that choose to continue to make the AIS their base, with staff 

residing here on a continuing basis.  

New applicant – An application that has been submitted by a family new to the Centre. 

Existing applicant – An application that has been submitted by a family currently enrolled at 

the Centre. 

Emergency care – Emergency care is defined as childcare provided ‘in response to a need 

that a relative or guardian of the child claims has arisen from an emergency or other 

circumstances unforeseen by the relative or guardian’; or ‘in response to circumstances 

beyond the licensee’s control’. Examples of emergency care are natural disaster, medical or 

illness and accident or injury. It may also include a child being in need of protection under a 

child protection order. 

Procedure 

Filling a vacancy 

 
The following steps are followed in filling any vacancy: 

 

 The particular days available and age group are identified. 

 

 1st Priority is allocated to any child at risk of serious abuse or neglect currently enrolled 

or on the waiting list. 
 
 2nd Priority is allocated to children currently enrolled at the Centre who are due to 

progress into the next age group, or children who are currently enrolled and did not get 

original care days. 
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 3rd Priority is allocated to children on the waiting list who currently have a sibling 

enrolled in the centre. 

 

 4th Priority is allocated to children on the waiting list (this includes both new and existing 

applicants).  
 

Managing the Waiting List 

 At all times the centre adheres to the Priority of Access Guidelines as set out by the 

Australian Government Department of Education and Training. Please refer to 

Appendix A. 

 Priority status or category of applicant does not guarantee a childcare place will be 

available at the time it is required, nor for the number of days that are required.  

 A place will not be offered to current families if fee accounts are in arrears or if there 

has been a history of non-fee payment or continual late fee payment. 

 When vacancies occur, and after Priority 1 and 2 have been assessed, places are 

offered to applicants of 3rd and 4th Priority in order of the date that the waiting list 

application was received.  

 When a family is offered a position at the centre, they will be given a maximum three 

working days to accept the position. 

 Applications for unborn babies will be accepted. However, the waiting list start date 

will be equal to the end date of the first trimester. It must also include an estimated 

date of birth. In the event of a pending adoption, applications will be accepted from 

the date of the adoption application. Families must inform the Manager (Childcare) of 

the child’s name and date of birth within 3 months of the child being born or the 

adoption being finalised. Where we do not receive notification, the waiting list 

application will be removed. 

 It is the responsibility of the family to ensure that all details on the waiting list 

application form are correct and up to date.  

 Once entered onto the waiting list, it is necessary for the family to contact the service 

at six-month intervals to confirm their continued wish to remain on the list. Where 

families do not keep in contact with the Centre, their waiting list application will be 

removed.   

 

Managing Enrolments 

 Where an eligible applicant is engaged on a fixed term contract, a place will be 

available for the child/children for the term of employment only. This will be confirmed 

at the time of enrolment. 

 Where an employee is engaged as a casual employee, care will be available to support 

the casual employee in their ASC employment only. 
 If a fixed term or casual employee gains permanent employment during this period, 

the place at the centre will become a permanent place subject to the provisions below.  

 

 Care is available for children from birth. Care is available until: 

- a family gives the required notice, or 

- the family is no longer eligible for priority care at the centre, or 

- the child will be going to school 
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 Families are required to provide two weeks’ notice of withdrawal. 

 

 Where a family is no longer eligible for care at the centre, for example, they cease 

employment with the ASC or NSO, their position/s at the Centre will also need to be 

relinquished.  

 

 Families who are no longer eligible for care will have a period of 4 months from the 

date they cease employment with the ASC to relinquish their position/s. The Centre 

Manager has the discretion to consider extenuating circumstances.  

 

 Where a child will be attending school the following year, their enrolment will be 

deemed to finish on the last day of operation of the Centre in the year prior to 

attending school. 

 The Centre is licensed for 48 approved long day childcare places. For this reason, we 

are unable to provide half days of care or “sell” days to other families. These types of 

care are considered to be occasional care and are not compliant with the Centre’s 

licence to operate.  

 

 Where full day positions are available/vacant, the Manager can agree to extra days 

being provided to currently enrolled families for ASC/NSO work related purposes. 

 

 To ensure that the Centre runs at optimum capacity and to provide a more consistent 

and stable environment for the children, the Centre prefers that children have a 

minimum enrolment of 2 days per week. The Centre does recognise some families 

require flexible work arrangements and in support of this, are happy to discuss these 

with families upon enrolment.   

 

 Enrolment forms are updated annually or when a family’s circumstances change, to 

ensure information is current and correct. 

 Enrolment information will be kept in a confidential electronic file. Access to this 

information is governed by the ASC Privacy Policy 

 

Emergency Care 

 The Centre provides care for currently enrolled families who require emergency care. 

 Under The Education and Care Services National Regulations 123 (5) a centre-based 

service may educate and care for an additional child (or 2 or more children from the 

same family) in emergency circumstances for not more than 2 consecutive days.  

 

 In determining the allocation of emergency care places, the Nominated Supervisor 

adheres to the guidelines set down by the Children’s Education and Care Authority and 

determined by Regulation 123. Where the Centre utilises the emergency care 

provision, the Children’s Education and Care Authority must be notified within 24 

hours.  

 

 

 



Page 5 of 5 

Appendix A - Priority of Access Guidelines 

 

The following link provides information on the Priority of Access Guidelines as set out by the 

Australian Government Department of Education and Training.  

 

https://www.education.gov.au/child-care-provider-handbook/other-matters-regarding-

enrolment-and-allocation-child-care-places 

 

Further Reading, References and Contacts 

Australian Children's Education and Care Quality Authority (ACECQA)        

www.acecqu.gov.au  

National Quality Framework – Quality Area 7: Governance and Leadership 

https://www.acecqa.gov.au/nqf/national-quality-standard/quality-area-7-governance-and-

leadership 

National Quality Standards 2017 (6.1.1, 6.2.2 7.1.2) 

AIS Childcare Orientation and Transition Guidelines and Procedures 

ASC Privacy Policy 
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