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ABN:35 128 355 331

 Expose’ Dance Centre   

Enrolment Policy 

1. Policy statement

Values

This dance centre is committed to:

· Equal access for all children, based on the criteria set out in this policy

· Maintaining confidentiality in relation to the details on enrolment forms.

· Providing a dance safe environment

· Providing the best possible dance tuition in the student’s specific dance style

Purpose

This policy will outline, for current and future users and staff:

· The criteria for enrolment in the Expose’ Dance Centre program
· The process to be followed when enrolling a child, and the basis on which places within the Expose’ Dance Centre programs will be allocated.

2. Scope

This policy applies to the staff  and parents/guardians who wish to have their children enrolled in the Expose’ Dance Centre PTY LTD
3. Background 

The Expose’ Dance Centre has many dance programs that  are offered to students aged 2 – adults.. Legislation relating to the expose’ Dance Centre policy includes:
· Disability Discrimination Act 1992 (Commonwealth)

· Equal Opportunity Act 1995 (Victoria)

· Human Rights and Equal Opportunity Commission Act 1986 (Commonwealth)

· Sex Discrimination Act 1984 (Commonwealth)

4. Definitions

Enrolment form:  A form, which collects details regarding individual children. This is completed after a place has been offered by the centre and accepted by the applicant. This can be done via written notice via email or after a discussion on the phone. 
Fees:  A payment for a place within a program at the Expose’ Dance Centre PTY LTD. 

Vacancy:  A place in a program that becomes free as a result of a child leaving the Expose’ Dance Centre, or is available because all places are not filled

Cancellation: not continuing with a place in the dance school or specified class

5. Procedures

The Expose’ Dance Centre CEO is responsible for:

· Approving any changes to this policy.
· Responding to any questions/concerns that arise in relation to any aspect of the policy.

· Consulting the current and future users of the centre to determine the suitability of programs and program times offered at the centre. Any changes to programs or program times will need to consider enrolment numbers and the financial viability of proposed changes.

The CEO is responsible for the day-to-day implementation of this policy, including:

· Providing enrolment application forms (Appendix 1)

· Receiving and collating applications 
· Collecting, receipting and banking application fees and enrolment fees

· Offering places and providing relevant paperwork to families in accordance with this policy

· Storing completed enrolment application forms, as soon as is practicable, in a lockable file  

· Complying with the Privacy Policy of the Expose’ Dance Centre.
General enrolment procedures

1. Eligibility & access criteria

· Children are eligible for attendance in any dance class. Dance class criteria is based on age and standard. In terms of exam classes, this is purely based on standard and may require additional classes in order to reach the required level. Cecchetti ballet requires students to attend at least TWO ballet exam classes per week grade 3 onwards. Once a student reaches Grade 6 and are eligible to undertake pointe work, then they need to attend a pointe class that is in addition to the exam ballet classes.

· Eligibility is determined by the qualified dance teacher, not the parent. The dance teachers are the professional and therefore are responsible in making the decision on what is best for the student. 
· The remaining places will be allocated in order of receipt of applications.
2. Completing the enrolment form
· A separate enrolment form must be completed for each student, for each proposed year of attendance at the centre.

· To facilitate the inclusion of all children into the education program, enrolment applications should clearly identify any additional or specific needs of the child.

3. Submitting the enrolment form

Enrolment form will be accepted in person at the Expose’ Dance Centre head office at any time during office hours or via mail or email.


A parent (or their proxy) may deliver applications for a maximum of two families. One family may include multiple siblings applying to attend in the same year (i.e. twins, triplets etc.).
· Enrolment forms will be assigned an application number based on the order of receipt. 
· All enrolment forms that are submitted will be processed and the terms fees will become payable as this is seen as accepted enrolment by the parent. If a parent wishes to cancel the enrolment after the enrolment form has been received, confirmed and an invoice has been sent out from the office. 50% of the terms fees will be payable as a cancellation fee. Parents will be expected to pay this fee and if not paid within the due date as per invoice, debt recovery will commence to recover the cancellation fee.
· Parents need to understand that we offer classes on enrolments (enrolment forms being sent to the Expose’ Dance Centre).

· This agreement shall remain in place for the minimum term specified. This means once enrolled, clients will be expected to pay and commit to the full course as outlined below:

· Exam classes: enrolments only taken per year basis ( January – November)

· Competition classes: enrolments only taken per year basis (January – October tuition)

· Fun only: enrolments can be taken on a per term basis in order to qualify for term discounted fee

· In the event that an enrolment is on a per term basis and has been accepted by the CEO. The cancellation fee then does not apply as the enrolment concludes at the end of the term. 
· Access to completed application forms will be restricted to the CEO, accounts, communication officer and accountant in the event debt recovery policy is required. 
Offer of places 

· Places will be allocated to eligible children in accordance with the eligibility (age) and standard
·  Applicants who are successful will be notified, in writing, of a confirmed place along with invoice. 
· If there are still vacancies after first round offers, second and third round offers will be sent until all places are filled.

· Applicants who are unsuccessful will be notified in writing and advised of their position on the waiting list.

Note:  Places will not be allocated to children until any substantial debt owed by the family to the Dance Centre is paid, or a payment plan is agreed to between the family and the Expose’ Dance Centre. (Refer to Fees Policy).

6. Related documents

Centre policies

· Complaints 

· Fees 

· Student

· Exam

· Expose’ Dance Centre General

· Information booklet

· Uniform

· Competition

· Prospectus

· Privacy

7. Authorisation 

This policy was adopted by  the Expose’ Dance Centre PTY LTD and will be reviewed annually, or varied earlier if necessary. The CEO will within 28 days of making any change, notify the parents/guardians of the student attending, of that change. 

8. Evaluation

In order to assess whether the policy has achieved the values and purposes the CEO of The Expose’ Dance Centre will Assess whether a satisfactory resolution has been achieved in relation to issues relating to enrolment procedures.

· If appropriate, conduct a survey in relation to this policy, or incorporate relevant questions in the general parents/guardians survey.

· Take into account feedback on the policy from the CEO and staff.

· Monitor complaints and incidents regarding the enrolment of children.
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